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Mingled delight and chagrin were lot of presidents "laden AMA, game. (See amie 28.) 


e AMA introduces “war game” practice to business training 


this issue @ Audience participation keys NOMA Los Angeles meeting 


@ Unionization —are you prepared for it if it happens? 
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Another reason why the IBM 1s your best electric typewriter buy: 


IBM gives you the most 
dependable performance 


with 
its 
service! 


Because the IBM is the world’s simplest electric 
in design and operation, it is the most depend- 
able in performance. That’s why, with the IBM, 
loss of valuable office time because of break- 
down is kept to a minimum. In addition, the 
IBM helps turn out more and better typing in 
less time to help boost office efficiency. 

Like anything mechanical, though, your IBM 
Electric will perform best when it receives ex- 


ELECTRIC 


IBM 


pert care and servicing. And that’s when you'll 
be doubly glad you chose IBM— because IBM’s 
factory-trained Customer Engineers are noted for 
their prompt, efficient, courteous service. Also, 
IBM’s dependable periodic inspection program 
helps keep maintenance costs to a minimum. 

Remember, when you go IBM you get the 
finest and favorite electric typewriter—and the 
fastest, most efficient service! 


TYPEWRITERS | —OU7S6ELL ALL OTHER ELECTRICS COMBINED/ 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


nN 


RPS” ; : ; ‘ » «' ™ 
oe 
Mi < ade 
a 
a3 * 
Be: eat 
° » 
Sar 
hakel b 
ees 
Re 
Eom yi (= 
poe og , Pe. | Re, Baie al 
: ie | Feast fe . SS. eee ©. ee 
ee eat — SS aii sian Ke re OS ie a ee hace Bese oe . 
oer, 2 - | 
Bs y 3 wit 4 . : a oe ag ’ : oe ae ae . 
oe . ' oa t ae _ os =~. ee — a a a | 
sage: — ~~ ot ot ot oe oe oy 
ae 1tSs —_— = a pe E — 
i t ewrlt ee er ee | - 
x I 
‘3 — 
sz we 
its . 23 . ‘ia E: a eo ae fos. me 
ae ‘ : ae aes Aa ane : | 
= sd i q ‘e Ea aie i 
: Pil ; : : ; 
‘ : may 1s = 
ger k on 
ar Beet faa D 
Neat ' : as va 
ee 2 pl 
Bae — —_ a ol 
; — : Un: ; J , | E.G 
ie bee : — ¢ a oe ta 
ae ee i ts oe 
ba ; , es 
a a 
a ae 
s ae ' nm 
Bs : ge 
pee i a p 
a _ 
esas ti 
ae 
E F | 
a a Pp 
Pe: 2 
tes pe . D. 
et i ‘ 
La ; 
os s 


a 


Bell System helps 
Diamond Alkali save 
*30,000 a year 


Working together, the Bell System and Diamond 
Alkali Company of Cleveland have developed an 
integrated data processing system that centralizes 
production control and billing. 


The results are: 


1. Ordering, shipping and invoicing time is re- 
duced from 58 to 18 hours—saving 40 hours. 


2. Paperwork savings will total an estimated 
$30,000 a year. 


In the communications part of the system, 2500 
miles of private line teletypewriter channels connect 
Diamond Alkali headquarters with 21 sales offices, 
plants and warehouses. 


When a sales office writes an order, it is punched 
on tape. This tape, transmitted by teletypewriter 
to Cleveland, carries information necessary to proc- 
ess, ship and invoice the order. 


Thinking about data processing? Then right 
now — before you begin planning — is the time to 
get communications advice. Call your Bell Tele- 
phone Company business office. A representative 
will gladly study your requirements at no obliga- 
tion to you. 


BELL TELEPHONE SYSTEM 


PRIVATE LINE TELEPHONE * PRIVATE LINE TELETYPEWRITER 
DATA TRANSMISSION SYSTEMS * CHANNELS FOR: REMOTE METER- 
ING AND CONTROL * TELEPHOTOGRAPH * CLOSED CIRCUIT TV 


1. At the sales office, master tapes for all customers are kept on file. 


A 


to Cieveiand by teletypewriter for processing. 
3 


3. And taped order is sent 
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new, bu 
comfortable as an old shoe 


That’s a good description of a Macey- 
Fowler office, for while they are planned 
for efficiency, Macey-Fowler offices are | 
planned for comfort, too . . . because it is 
well known that men do their best work in 
pleasant surroundings . . . particularly in Vol 
these days of tension and stress. 


On the practical side, a new and well- P 
planned office is a sound business invest- sem 
ment, which pays dividends in working | GE’ 
efficiency. ; 


The best way to tell how a Macey-Fowler 
office will ‘fit’ your needs is to talk with a 
Macey-Fowler man. . . for whether your re- 
quirements call for a single well-organized 
work desk, or a complete executive suite— 
you'll find that for quality and service your 
dollars buy more at Macey-Fowler. 
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in this issue: 


No virtue in uniformity (Editorial) ---------------- 27 


AMA introduces “war game” principle to train execu- 
£ p 


tives in decision-making - 


by Robert M. Smith 
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Audience participation keys NOMA Los Angeles meet- 


ing (Part 1) PEAS oe boaaie Pee te ere eer eer Te 3? 
Unionization—are you prepared for it if it should 
come to your office? coecccces ee 34 
by Robley D. Stevens 
New communications, new layout speed and simplify 
brokerage Pirm’sS WOT. +++. ccccccwcccs eeseeses 36 
by Frederick Vogel 
Steel maintains lead in office furniture field despite 
reviving interest in wood --------+++++++++++: : 39 
Automation in the office-------- ++. ++ -+e eee rere eee Al 
Tools of the office series 
This month: Addressing, collating. and mailroom 
equipment Fe OT TT ee eT Te ee 50 


by Robert Beeman 


CONSIDERABLY less _ grim, 
but no less serious, than the mili- 
tary exercises which inspired it 


is the business “war game” de- 
veloped by the American Man- 
agement Association to train 
business executives at all levels 
to respond with the right deci- 
sions to changing business situ- 
ations. At its first demonstration 
last month, the game taught 
some of American  industry’s 
most prominent leaders a few 
new lessons. See story, page 28. 
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HOW XEROGRAPHY 


cuts duplicating costs $22,500 a year 
at AMERICAN MUTUAL LIABILITY INSURANCE CO. 


John Q. Adams, M ger of C ications and Printing Department, instructing operator at XeroX Camera No. 4. 


SPEEDS PAPERWORK @ Communications speeded © Costs reduced 
® Accuracy improved @ Human error removed ® Doubt eliminated 
® Need of two typists and proofreader completely relieved. 


“As a rule,” asserts John Q. Adams, 
communications and printing manager 
of the American Mutual Liability In- 
surance Co., “when you improve pro- 
duction efficiency by relieving manhours 
or bottlenecks in one phase of the plant, 
you invariably pick them up in another. 
“However, when we _ installed the 
XeroX® copying equipment, the load was 
not transferred—it was eliminated.” 
Xerography is used at American Mu- 
tual in the preparation of thousands of 
offset paper masters a year from which 
multiple copies are then run off on an 
offset duplicator. American Mutual’s 
goodwill depends largely on the manner 
and extent it serves its policy holders. 
Consequently, the effective- 
ness of its “Mr. Friendly” 
advertising is enhanced be- 


WRITE for proof-of-performance folders 
showing how xerography is saving time 
and thousands of dollars for companies 
of all kinds, large and small. 


THE HALOIDB COMPANY 
57-84X Haloid Street, Rochester 3, N. Y. 


Branch offices in principal U. S. cities and Toronto 


cause clients and_branch- 
office personnel are ade- 
quately and properly in- 
formed at all times. 

XeroX copying equipment forms the 
lifeline of this flow of information. Forms 
reproduced by xerography include office 
and policyholder forms, copies of corre- 
spondence, news releases, reports of all 
kinds, training and procedure manuals, 
instructions, and miscellaneous memos. 

American Mutual uses xerography for 
many other purposes. It has led to a 
dramatic cost improvement in dupli- 
cating operations and an actual docu- 
mented saving of 66°. The improved 
speed of communications is even more 
gratifying. Besides, things are now being 
done by xerography that before were 
deemed impractical. 


The fastest, cheapest, most versatile way to make masters for duplicating 


Anything written, printed, typed or drawn can be quickly copied by 
xerography onto masters for duplicating. Copies in the same, enlarged, 
or reduced size can be made from one or both sides of the original 
material, by this dry, photo-exact, electrostatic copying process. New 
developments make xerography the one, all-purpose, fast and economical 
process for copying onto different types of masters for duplicating. 


HALOID 


XEROX 
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AIA recommends changes 

in railroad accounting 

A special committee of the Ameri- 
can Institute of Accountants has sub- 
mitted to the Interstate Commerce 
Commission a number of recommen- 
dations to bring railroad accounting 
into conformity with accounting prin- 
ciples generally used by other Ameri- 
can businesses. 

In a letter to Owen Clarke, ICC 
chairman, the committee of the na- 
tional organization of certified public 
accountants pointed to six major varia- 
tions between railroad accounting 
practices and generally-accepted prac- 
tices which it believes should be elim- 
inated in financial reporting to the 
public. 

The committee noted that “income 
taxes are dealt with on the basis 
of charging railway operating ex- 
penses for essentially all accruals and 
adjustments of income tax, whereas 
other industries allocate a portion of 
such taxes to other accounts and/or 
to other years when there are diver- 
gencies between the handling of major 
items of income or expense for tax 
purposes and for financial accounting 
purposes.” It recommended that rail- 
ways be permitted “for the purpose 
of financial reporting, to conform to 
principles of accounting which are 
generally accepted elsewhere in busi- 
ness and industry in this country 
where similar circumstances are pres- 
ent.” 

Other recommendations dealt with 
income and retained income, acquisi- 
tion adjustment accounts, long-term 
debts and voucher drafts, and the com- 
mittee also looked into “replacement” 
accounting used for ties, rails and 
other track materials. 

The committee’s findings resulted 
from its study of railroad accounting, 
suggested by the New York Stock 
Exchange in agreement with the ICC, 
which sets accounting requirements 
for railroads, 

Post Office gets automatic 

mail sorting machine 

Following several months of instal- 
lation, testing and operator training, 
a “Transorma,” the first automatic 
mail-sorting machine in the United 
States postal service, was placed in 
regular operation recently at Silver 
Spring, Md., by Postmaster General 
Arthur E. Summerfield. 

The machine was turned over to 
the department by Walter H. Wheel- 
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Downstairs, the night shift is beginning to 
clock in. Up here, the boss will be working 
late again. Maybe those flowers will give his 
wife something to look at besides television. 


Almost every night it’s the same story at 
this small but growing company. Too much 
work in some departments, not enough in 
others. Between overtime and idle time, the 
boss gets to bed pretty late — and then the 
profit picture keeps him awake. 


| What this boss needs is the Keysort Plant 
Control Plan! With just five fast, accurate 
PCP reports — 1 daily, 2 weekly, 2 monthly 
—he could obtain complete management 
control of his business and profits . . . could 
| prevent this situation right in the office. 
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PCP not only helps management plan in 
advance, it helps you as well. With a mini- 
mum clerical burden, you achieve greater 
reporting accuracy — flexibly, easily. 


cide Cis Tea wr oe ee 


Your office people simply punch pertinent 
daily information into the Keysort cards 
... Keysort them... and summarize direct 
to reports. There’s no transcribing ... no 
costly, time-consuming intermediate steps. 
Management gets needed information on 
time. And at remarkably low cost. 


The nearby McBee man has a presentation 
which will show you how it’s done. Phone 
him, or write us for illustrated folder con- 
taining examples of all five reports. 
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Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio ¢ Division of Royal McBee Corporation 


f 
i 
Offices in principal cities ¢ In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario a q 
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HARTER SIDE CHairs 
SAVE SPACE AND MONEY: 


420 SIDE CHAIR 
with Space-Saver Legs 
also Armchair 410 


510 SIDE ARMCHAIR 
with Wall-Saver Legs 
also Sidechair 520 


These smart new chairs are compact, comfortable and easy to keep clean. 
Both armchair and side chair models with either wall-saver legs to 
protect office and reception room walls or with space-saver legs to save 
every inch of floor space. Foam rubber back cushion and choice of 
rubberized hair or molded foam rubber-Nukraft seat give lasting comfort. 
Fine Harter steel construction, durable baked-on finishes and quality 
upholsteries assure long-lived good looks. Easy on the budget prices. 
For a free trial in your own office — without obligation — write for 

the name and address of your nearest Harter dealer. 


3 “ : Harter Corporation, 632 Prairie Street, Sturgis, Michigan 


In Canada: Harter Metal Furniture, Ltd., ag Ontario 
'n Mexico: Muebles Briones, S. A., Mexico City, D. F. 


= © HARTER 


sei cpio STEEL CHAIRS 
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er, Jr., president of Pitney-Bowes, Inc., 
Stamtord, Conn., who presented Mr, 
Summerfield with an engraved souv- 
nir operator's “key.” The machine, 
which weighs about 31,000 pounds, 
is about 50 feet in length, 10 tect 
wide and 7 feet in height. Five oper 
ators, called “Transormists,” sit: at in- 
dividual keyboards on the top deck. 
Each operator can sort’: mechanically 
3,000 letters an hour by touching sym 
bol keys for 300 different chutes in 
“banks” below, each maintained tor 
different destinations or routes. 

A clerk sorting by hand, Pitney 
Bowes reports, can sort only 1,000 to 
1,500 letters an hour — and then only 
for 75 different 
destinations. 


“pigeon holes” or 


The Transorma’s sorting area is 
arranged in banks of numbered 
pigeon holes which can be emptied 
conveniently by postal workers as the 
work progresses. The machine sorts 
incoming or outgoing mail at the 
same time. 

“This machine,” Mr. Summerfield 
said, “is a major breakthrough from 
the past. It is a forward step of great 
significance for the American postal 
service which, within the lifetime of 
many of us, will handle an astounding 
total of more than  100,000,000,000 
pieces of mail a year.” 

The machine, built by Werkspoor, 
N. V. of Amsterdam, Holland, is sim- 
ilar to Transormas now used in Fu- 
rope. <An_ experimental installation 
has been made in Peterborough, Can- 
ada. 

Designed by the Marchand-Andries- 
sen Co. of The Hague, it was installed 
and will be serviced by Pitney-Bowes, 
which some months ago completed 
an agreement with Werkspoor by 
which the two firms will cooperate in 
the development of larger and more 
comprehensive mail-handling —ma- 
chines. 

i j ; ae om \ 
Studies reveal executives’ 
health is above par 
Studies by several organizations in 
recent months have indicated that the 
health of top management personnel 
is no worse than that of other em- 
ployees, and in ‘some instances is 

better. 

Industrial physicians interviewed in 
connection with a survey on this sub- 
ject conducted by the American Man- 
agement Association found no evi- 


(To page 12) 
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KEEPS TRACK OF MILLIONS DAILY 
NEW YORK, N. Y. 

The operations of hundreds of clerks in Merrill Lynch, 
Pierce, Fenner and Beane’s 116 offices are backed up by 
Reeordak Microfilming in the Home Office cashier’s department. 

Outgoing stock and bond certificates worth millions—along 
with the related charge-out orders—are whisked through a 
Reeordak Microfilmer before being forwarded to customers 
and other brokers. (Hundreds of front-and-back pictures are 
made in a minute. Films are developed by loeal Recordak 
Processing Station . . . are ready for use the next morning.) 

Thus, should a “common” stock certificate ever be charged 
out as “preferred,” the error can be spotted in a Recordak Film 
Reader in minutes—saving days or weeks of tracing, and 
sparing customers considerable inconvenience. 


TAKES THE PRESS OUT OF PAPERWORK 


ROCHESTER, N. Y. 

Lilac Laundry and Dry Cleaning saves more than $5,000 per 
year by microfilming the tickets made out each day by its 16 
drivers and clerks in 5 stores. 

These pictures replace a ledger record—with a 5-part 
written description of each ticket—that took all day to com- 
pile. Takes about 15 minutes now to make a photographically 
accurate record of all tickets in route and store sequence. 

Lilac also did away with carbon copies by microfilming its 
charge account statements. Saves on accounts receivable 
insurance, too. : 


JUNE 1957 
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Short cuts with Recordak Microfilming 


Latest reports on how this low-cost phetographic process is simplifying routines 
for more than 100 different types of business . . . thousands of concerns 
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TURNS MILKMAN’S RECORDS INTO BILLS 
McKEESPORT, PA. 


The Menzie Dairy cuts billing costs in half by microfilming 
its drivers’ route sheets and sending them out to customers 
as their monthly bills. 

This eliminates days of tedious billing and the need for 
costly posting machines and files. And it gives the customer 
the actual record which the milkman compiled from day to 
day, all but ending questions about charges. 

The Menzie Dairy uses a Recordak Reliant Microfilmer 
(illust. below) which takes pictures of 40 route sheets for one 
cent ...and has a unique high-speed automatic feeder that 
prevents ‘‘double feeding.” 

Note: Recordak has a complete line of microfilmers to 
match all needs— priced as low as $550. Low rental plan, too. 


VALUABLE 
FREE BOOKLET 
It'll pay you to read 
“Short Cuts that Save 
Millions.’’Chances are 
Recordak Microfilm- 
ing is now simplifying 
routines just like 
yours! Inquiries are 
invited—no obligation 

whatsoever! 


Price quoted subject 
to change without notice 


FSRECORDERK 
(Subsidiary of Eastman Kodak Company) 


originator of modern microfilming— 
and its application to business 


eeeeeeeceese se MAIL COUPON TODAY «= :/ 


. 

RECORDAK CORPORATION Pt 
415 Madison Avenue, New York 17, N. Y. F-6 e 
Please send free copy of “Short Cuts that Save Millions.” io 

. 

Name Position ° 
. 

. 

Company . 
. 

Street : 
. 

City. State . 
. 

e@eeeeveeeeee eee eeeeeeeeeeeeeeeeeee eee eee 
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“‘Recordak”’ is a trademark 
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The Makers of TINNERMAN 


Nua os) Know For § 


THAT AIRLINE INDEXING BY WABA 
PROVIDES FAST FILING AND FINDI 


Orders and letters are mighty important to any busi 
And the bigger the files, the more important proper ind 
becomes. 

That is why Tinnerman Products—with a file a 
of nearly a quarter million pieces of correspondence 
orders—uses Airline Indexing by Wabash. As you ca 
from the picture on the left, special name guides make flimite 
ing important papers a fast, easy job for file clerks. fa hur 
vidual folders, color coded for fast reference, are all pcan h 
in the right-hand position . . . giving extremely high visil}cost. 

To cut the time and cost. of filing and finding in}index 
files, call your local Wabash dealer or write Wabash F{today 
Supplies, Inc., for complete information. 
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ju Ca For whether your problem is getting more files in a 
nake flimited space, finding a new method of locating records in 
ks. }a hurry or any other filing difficulty, your local Wabash man 
all pcan help you find the answer quickly, efficiently and at low 
| visijcost. He has the facilities to give your company a complete 
ig in}indexing analysis through factory-trained experts. Call him 
ash today, or write Wabash Filing Supplies, Inc., 386 South 
Wabash Street, Wabash, Indiana. 


Ie, 
Te 


oe % 


FILING SUPPLIES, Inc. 


386 South Wabash Street « Wabash, Indiana 
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A Modern Electrie Duplicator 


at a Moderate Price/... 


than 


Every office duplicating job — bulletins, 
form letters, post cards, special office 
forms, etc.—can be produced much more 
easily and inexpensively on the new 
Model 76 Mark II automatic electric spirit 
duplicator. At the touch of a button, it 
prints 110 clear, crisp copies per minute 
(up to 8} by 14 in. size), in1 toScolors... 
at a fraction of a cent per copy. Its con- 
stant speed produces better and more uni- 
form copies. Most important... there's no 
effort on the operator's part, for this new 
Conqueror runs without watching and even 
turns off automatically. You can pay much 
more if you wish, but the Model 76 offers 
allthis ...ata price that can't be matched! 


Send for this 
FREE BOOKLET r 


ADDRESS 
| 7ODAy! 


ae city... 


now Heyer offers push-button 
duplicating at little more 


the price of some 


hand-operated machines 


MODEL 76 —>Vfark 
Hoyer CONQUEROR 


SPIRIT DUPLICATOR 


More than 53 years of duplicating expe- 
rience has enabled Heyer to add new 
engineering improvements to the Model 76 
that make it feature for feature the biggest 
value in duplicating today. These features 
include Adjustable Pressure Control, Copy 
Positioner, re-settable Copy Counter, 
Built-in Tank with Visible Fluid Supply, 
Adjustable Fluid Control, and Paper 
Stackers. A brand-new Feed Drive Mech- 
anism which works only in a forward motion 
eliminates the lurch found in old-fashioned 
reciprocal drives. Quiet Nylon Gears need 
no lubrication. The Model 76 conquers ev- 
ery duplicating job with speed, ease and 
neatness never before experienced. 


MODEL 70 


GD let Zoowaveror 


If a hand-operated duplicator fits your requirements, 
you can't find a better buy than the Model 70 Mark II 
Conqueror. Basically the same as the Model 76 except 
for electric drive and controls. Prints 110 copies per 
minute of anything typed, written or drawn $195 00 
on the master...in1to 5 colors at once. 


The HEYER Corporation 5-57 
1822 South Kostner Avenue, Chicago 23, Illinois 


i 

| 
\ 4 Please send me your FREE 16 page booklet on Heyer 
| fi Mark II Conqueror Duplicators containing useful 


Plus Tax 


information on spirit duplicating. 
‘NAME .. 


COMPANY 
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(From page 8) 

dence that the executive is more prone 
to succumb to fatal diseases than other 
employees in his organization. One 
chemical company medical director, 
AMA reports, declared that top ex- 
ecutives from his company seemed 
less likely than their co-workers to 
suffer from heart disease and high 
blood pressure. 

This finding, AMA continues, has 
been corroborated by figures compiled 
by the National Office of Vital Sta- 
tistics which indicate that men of the 
managerial, technical and administra- 
tive level as a group have lower-than- 
average mortality rates. Recognition 
of the fact that one of a company’s 
greatest assets is the good health of 
its managers, the association adds, has 
led many companies to instigate peri- 
odic health examinations for man- 
agerial as well as rank and file em- 
ployees. 

In the AMA survey, which covered 
a nationwide cross section of 847 
medium-sized and large companies of 
all types, 70 per cent of 447 respon- 
dents reported they require an execu- 
tive to undergo a physical examination 
as a condition of hiring, although 
only 53 per cent offer examinations to 
executives already employed. 

Health examinations are compulsory 
in 56 of the companies surveyed, while 
132 reported that the examination is 
“optional but urged by the company,” 
and 4o said it is “entirely voluntary.” 

How healthy are executives as a 
group? In a new study by Life Exten- 
sion Examiners covering 5,000 execu- 
tives of all ages from 30 companies, 
58.9 per cent of executives examined 
were considered to be in “good shape.” 

“Executives are a reasonably healthy 
group of people with quite a good 
life expectancy,” asserts Life Exten- 
sion’s medical director. “Examine any 
other representative group of men and 
you'll find them no healthier than 
management personnel.” 


Diebold acquires Record 
Files, Inc. 

Announcement of acquisition of all 
outstanding shares of Record Files, 
Inc., Wooster, Ohio, by Diebold, Inc. 
has been made by Raymond Koontz, 
president of Diebold. Record Files 
manufactures a line of steel storage 
files and accessories for office use and 
will be operated as a wholly-owned 
subsidiary of Diebold, 
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automatic offic 


So unique in its field is the fully automatic Friden Calculator that 
it is called The Thinking Machine Of American Business 
The reason is: Exclusive features enable the Friden to perform 
more steps in figure-work without operator decisions than any 
other calculating machine ever developed! 


@ At the heart and base of automatic figure-work in the € 
modern office is the Friden Calculator. And here it will be 
always...indispensable equipment for every kind and size 
of business...the essential programmer in many IDP sys- 
tems. Watch this brilliant, fully automatic Calculator deliver 
near instantaneous answers at the touch of a key. See how 


completely it takes over everyday statistical work for pay- 
roll, invoicing, inventory, sales analysis, all the figuring 
you do. Can be operated by anyone with the simplest in- 


struction. Many models, sizes, prices. Invite in the Friden © Friden Calculating Machine Co., Inc., San Leandro, Calif, 
Man to show you! —sales, instruction, service throughout U.S. and world. 


brings you an automatic office 


Commercial Controls Corporation, Rochester, N. Y., Subsidiary 
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no. in a series on low cost microfilming procedures 


for speedy 
economical 
microfilming 
—see the 
camera 

that has 

all 3! 


CONVENIENT SIZE 
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EXCLUSIVE 
FILM MAGAZINE 


MICROFILMING SAVINGS BEGIN WITH YOUR PURCHASE 
OF THIS LOWEST PRICED MOTORIZED MICROFILM CAMERA! 


Only the Flofilm 9600 gives you small size for savings * a‘ 
combined with portability (goes to the records) 
and the exclusive film magazine for flexibility of 
operation undreamed of in any microfilm camera! 


These 3 features add to the savings inherent in 
microfilming procedures with no loss of record 
availability; permitting many types of records 
(payrolls, accounts receivables, checks, etc.) 

to be recorded at the same time; no film waste; no time 
lost in sending records to be filmed! 


PORTABILITY 


SS SS SSS SS SSS SS SBS SSB eee eee eee a, 


DIEBOLD, INC. Dept. 60 — 
Flofilm Division 
Norwalk, Conn. 


Please send copy of “AN INTRODUCTION TO 
MICROFILM” at no obligation. 


FREE FOR THE ASKING! Send for your copy of “An Introduc- 
tion to Microfilm” showing how firms such as yours save money 
with Flofilm! 


Title 


City Zone__ State 
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In Short— 


Comptometer Corp. becomes new 
name for Felt & Tarrant Mfg. Co. 
Following recent approval of the 
concern’s 2,000 stockholders, Felt & 
Tarrant Mfg. Co., Chicago, has 
changed its name to Comptometer 
‘Corp. In announcing the new corpo- 
rate name, Albin E. Carlson, presi- 
dent of the 70-year-old calculating 
machine manufacturing firm, said the 
change was made “since more people 
knew us by the name of our product 
than knew the company’s full name.” 


Case Institute offering intensive 
course in Operations Research 

An intensive, two-week course in 
Operations Research to provide a 
foundation for similar programs in 
individual organizations will be of- 
fered by Case Institute of Technology, 
Cleveland, this month. Beginning 
June 3 and continuing through June 
14, the course will cover a wide variety 
of subjects designed to produce an 
understanding of OR and how it 
may be applied on a local level. Re- 
search experience and sufficient knowl- 
edge of mathematics are prerequisites 
for enrollment. 


NACA conference and exhibit 
scheduled for mid-June 


An Exhibit of Business Machines, 
sponsored by the National Association 
of Cost Accountants in conjunction 
with its 38th annual international cost 
conference, will be held June 23-27 in 
Washington, D. C., with the exhibit 
set for the Main Exhibit Hall of the 
Sheraton-Park Hotel. Attendance at 
the conference is expected to exceed 
3,000. A technical program on elec- 
tronic data processing will highlight 
the Thursday morning session, and 
in addition a special session for dis- 
cussion of auditing problems under 
EDP systems is scheduled for Tuesday 
afternoon. 


Harris-Seybold Co., Intertype Corp. 
merger is announced 

Merger of Harris-Seybold Co., 
Cleveland, and Intertype Corp., New 
York, has been approved by directors 
of both companies, subject to approval 
by shareholders. The combined organ- 
ization, to be known as Harris-Inter- 
type Corp., will be headed by George 
S. Dively, chairman and president of 
Harris-Seybold, who will become 


chairman and president of the new 
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BETTER 


Yes, “BETTER PAPERS ARE 
MADE WITH COTTON FIBER" 
And WESTON BOND proves it 


Because it is made better with cotton fiber, WESTON 
BOND has all the beauty of finish, all the impressive- 
ness and character you look for in a letterhead paper. 
Against the sparkling brightness and uniform texture 
of WESTON BOND, typing looks neater, cleaner... 
letters look more inviting, easier to read. See for your- 
self the difference cotton fiber can make. Ask your 
printer to use WESTON BOND on your next lot of 
letterheads. 

WESTON BOND is available through your favorite 
printer in white, colors, white opaque, white litho 
finish and envelopes to match with instant sealing flap 
gum. Write for a sample book. Address Dept. OM. 


BYRON WESTON COMPANY 
Makers of Papers for Business Records Since 1863 


DALTON, MASSACHUSETTS 


WESTON BOND 


Cotton Fiber Quality Letterhead Paper 
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pleasant, practical, private... 


individual office units created with 


CuO DIVIDER-WALL 


Now, you can shield productive workers from the routine 
office distractions that clamp a ceiling on efficiency, and 
you can do it without expensive remodeling. Office space 
can be allocated to meet any number of requirements with 
HAUSERMAN Divider-Wall combinations of low wall and 
panels topped with your choice of clear or diffused glass. 
Thoughtful placing of Divider-Wall gates, for example, 
sets up flow patterns that keep traffic away from offices and 
departments where privacy is required. 

When new requirements call for new floor plans, 
Divider-Wall can be rearranged in a matter of minutes 
by your own maintenance people. And a pleasing combi- 
nation of Divider-Wall baked-enamel colors helps create 
an atmosphere that fosters better employee morale and 
greater efficiency. 

The first step towards solving your office space problems 
with Divider-Wall is a call to your HAUSERMAN repre- 
sentative. Consult the Yellow Pages (under PARTITIONS), 
and contact him today. 


MOVABLE HAUSERMAN INTERIORS 


National Lifetime Service...an Exclusive Hauserman Dividend 


THE E. F. HAUSERMAN COMPANY 
7122 Grant Avenue @ Cleveland 5, Ohio 


Hauserman of Canada, Ltd., Toronto, Ontario 
Please send your free full-color Divider-Wall 


Free B 


| = 


booklet to: 

Nome P : 
Company Title | a fay 
Street | 

City Zone State 
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organization, Harry G. Willnus will 
continue in his present position as 
president of Intertype, which will op- 
erate as an autonomous division of 
Harris-Intertype. 


MIT offers management information 
summer program 


The Massachusetts Institute of 
Technology announces a special sum- 
mer program of lectures and discus- 
sions on Data Processing and Manage- 
ment Information. Designed “to an- 
alyze and appraise the production of 
information for management through 
business data processing systems,” the 
program will be held from July 15 
through 19. Tuition will be $200. 


Benefits of automation offset by 
paperwork snarl, speaker declares 

Warning that “the advantages of 
having a highly-automated plant are 
offset when production specifications 
and schedules are buried in a welter 
of forms,” Robert A. Shiff, manage- 
ment consultant, declared recently 
that use of sound paperwork proce- 
dures can have a greater impact on 
factory production than automation. 
Mr. Shiff, president of Naremco Serv- 
ices, Inc., records management special- 
ists, stated that many production bot- 
tlenecks and weakened customer rela- 
tions are due to the lack of what he 
described as “integrated paperwork 
programs.” In urging plant managers 
to re-evaluate their paperwork proce- 
dures, he said that these programs 
could eliminate waste and introduce 
new forms to cover a variety of func- 
tions. Mr. Shiff spoke before 250 top 
plant personnel attending a_ special 
manufacturing conference of the 
American Management Association at 
the Drake Hotel in Chicago. 


General Telephone Corp. acquires 
Electronic Secretary stock 

It has been announced that General 
Telephone Corp. has acquired all of 
the outstanding stock of Electronic 
Secretary Industries, Inc., of Milwau- 
kee, which is engaged primarily in de- 
veloping and manufacturing automatic 
telephone answering and_ recording 
equipment. George W. Danner, pres- 
ident of Electronic Secretary Indus- 
tries, will continue in that position. 


Manpower, Inc. opens its 
hundredth office 

Manpower, Inc., which according to 
its own figures is the largest temporary 
help firm in the world, has opened its 
one hundredth office; it is located in 


OFFICE MANAGEMENT 


N 
fi 
fc 


— en sy omar 


Wee Be, ir ; : E ee ‘ i yer ‘< 
AL ie" 
a bh , 
= “ 
b- 
ae’ 
Le 
fe. 9 ; 
is ua . s etre 
ie So ee ee 
: 54 is ee ep Se et 
‘ee Pe ‘ < oe. coe. 
a ; Pac : ate 
— i “ Pe. yd . eae % : oe . = 
Se a Res oo 
par = Lee cae i oe | 
F i ee 4 oe = : aR 
We or —— : ' DEE 
i es hs eee oS at ra 
«2 & me i = ae eS 
_ om uf =. a —— oe 
a i en et if 
ae ‘ 2 af ‘ = ae } “ee 
ee Bs og _— ~ \ N é °F 
; # he: . } ~ . - Se 
Fy i ; z ~ 2 Y = oe 
: 7 ae Ps a" 
ita. 8 Sy 
| OS SS ee 
es est i ey Ae . 
Bites)" ee es 
ei , es eS e 
went | oe eo ’ 
ae | ae Soe an 
ae ‘a 
: | 
sg re | ae | 
= 4 i} — ; 
a i 
ee 
2 i 
> a bs | ; 
ao a 
Dr ae | ~ 
4 | 
a 
. a 
2 | 
7 5 € 
5, | 
. re 
tay Bie | 
Es. } 
ee wed | 
alae Pi 
be | 
ae cr 
7 ; m 
Ye 
ere Ce 
- 
; ae; 
ae th 
et 
tae i: 
aye Ce 
; ve 
ici | 
ey 
ey 
“ 
. 
4a ' ‘ 
ag 
Bay? 
ie : A 
Ra. | 
cone i] 
‘ee | 
ay A « | 
ae ee 
ye 
ye } ” ee : 
279 } eoer? 
_ ae r . 
a ; * 
wt ° 
3 7 Pe 
i | - 
» } . 
re a | . 4 
' on : 
? . 
2 : | . 
Ma, és i . 
Res . 
aw | . 
ee . } ( 
as ‘ . 
° 2 
y j - ar e 
’ . . ( 
ee *eeee Pe 
& ; | ePeeeee 
inne « 
pt is | 
‘< f ; 4 
eel 16 a Cs ; 
Vy aes 
7 *% r 4 a A ae Be a rg eee a Bi - =a 4 i. we ee | or 
ho ca Be ad : “3 <i fo oe ia es oo ee , sae: : Sere 
‘ *: ae ror a a7 vey oe Se ce ae - 2, . Rides ‘ a 
3 My - = * a ¥ a : eae) ay. or. 9 ees f ioe 3 ee a i F 


anil CORPORATION 


7 ENGIN! 
onmen * AIRCRAFT pep aes, Ee TORE 
«Lone 


Oxford PENDAFLEX® saves time 


and space at GRUMMAN AIRCRAFT 


Purchase Order filing at Grumman Air- 
craft had grown until more than 200,000 
manila folders were crowded in 550 filing 
cabinet drawers, averaging 400 folders to 
the drawer. 


But the obvious answer, “buy more filing 
cabinets,” was not the right answer. 


More cabinets would not eliminate basic 
filing troubles inherent in the conventional 
folders of the conventional system. 


D. Waldner Company, the local Pendaflex 
distributor installed the new Oxford 
Pendaflex Middle Digit system, with these 
gratifying results: 


No additional filing cabinets needed, either 
now or in the forseeable future. 


Equal and ample working space is now a 
permanent feature in every drawer. 


FIRST NAME IN FILING 


Sle ofl. 


Guides, Cards, Expanding Envelo 


OXFORD FILING SUPPLY CO., INC. | 
Garden City St. Louis Chicago Los Angeles ‘ _ 


Frequent redistribution of folders to reac- 
tivate emptied drawers was eliminated. 
Total floor space required was reduced 
from 1250 to 1150 square feet. 

Filing activity, which previously was con- 
centrated in the few cabinets holding the 
most recently issued series of numbers, is 
now dispersed equally among all cabinets. 
Wm. N. Robertson, Manager of Procure- 
ment for Grumman, writes ‘““We have 
gained space, speed and accuracy. Oxford 
Pendaflex has exceeded the claims in your 
proposal.” 

Oxford Pendaflex Middle Digit is one of 
the NEW Oxford filing methods that have 
broken a 30-year inertia in filing progress. 
These new methods use modern Oxford 
Pendaflex hanging folders and will 
improve any filing department operation 
large or small. 


Note the “keyboard” level of 
the Pendaflex hanging folder 
tabs, assuring fast, accurate 
filing. 


You'll be interested in reading 
filing case-histories that may 
help with your filing problem. 
Fill in and mail the coupon 
today. 


Oxford 


one* systems. 
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Oxford Filing Supply Co., Inc. 
10 Clinton Road, Garden City, N.Y. 


Send case-history of Grumman Aircraft Penda- 
flex installation, and details of Middle Digit, 
Integrated Name, and other NEW Oxford filing 


ee 
Inquiry Coupon on Last Page 17 


+E ASL dN 


ee i 24 —— —s Cll ee ee ee. | Te AW Ge” SE 2) Be tes. 2. ei a ea ee ter, —— 
. ig p 
= 
Os eee 
- 
— eo. - (ee, Pe 
© « re et. ~ 2 
i a a S. if mr ; J a pte ~ = Mth aay = 
- wees wes - is ~ : ne 7. mM . — ie 
a 2 pre * ‘nie ¥ a Bae Ween ea ier 8 —— 
~~ 22 — a i - 
wy ab poe ee " oa aes #. Z a 5 a 
ch ee 3 iain: % & i \ AM i OF ria 1 a a 
wih ee . es ome 1 ee . a a . 
; oe ai 4 fom oer cs an — 1 oe vie — i a, ls 6 eS he 
¥ 2 » hte an } ry Ea ei pa ee oe oa . — pee bs hes aa 
a —a < —_— | “TE e 
: ‘ ‘sl —— rs ee Si a : 4 cee (Ot “j e ‘ 
dl _—. ; i en Pies E Aap: ig i. wa # eae ma ¢ esti ae F C _ 
iP. s ae — ba ‘_- . = bbies zz 
wessost i oe 4 —_ " : —~ es ; 
. & =< . i » pe ee shia 
nee —_@ gauss 2, 2 _ - P og \ eS oe — i = 
’ 4 oe . ea... 2 pay ” ie > ‘Ye 
agent oe ae > 4 eal x 2S 2 ea pe ; 
5, wardner Compan, NTE cy me af oe | — —_ 7 ee | | hs 
era rag — = he ee eae i) . ' 
Gard oo alata .) ” . . - ee b ~ _* ia fi} Be ae 
anaee — 4 . es ae : i? ee Se SE, "ion, 4 ; en c+ ae I } q in ae 
Gertber vanes fromm te SDABTRO TS. anys : ; are ~~ me | me OB 2 NE} - 
: The recal we cee rier {36 oe a F ‘ Oe a — ~~ ¥ Va a els a. 
; Perntalien Seded what yOu CIS ane Oxtord Pemmusles. a ee eee” Fe ' a. oie mars 
a we have tert for SOE EL nave 8 anit) a os 4 4 be i 
1 ron progressed ee ae ae. ey 4 do ae 
mack , nat the Ontord Pendstier O7e over une 3 as ee , i veg ¢ “ 1 Pes oa ae 
- pert resent an ed oF consiaereds ef setae ei g Ly ; 5 bis. 4 = 
a MMAN AIRCRAY* vais incenat ll ou A i SS Ey Sa ; oe rae 3> E 
st 4 ——— es 2 ae — aS a . . : - 
a ae SS ae |  —— oo oe ee % Se 
aw fh 4 wad p 
yuk i i‘ 
, a 
. Po ; 
ae) 
i 
| e 
Mf ~ 
ee “ 
| . 2 
; i 
Po 3 
, Sie 
i 
e f 
Bf 
ee f=== lite | “4 
j a 
| ' -_ 
6 Pe 
: 
1] of oui 
ie 
| ' Ne ea ae " 
| 
eS NN ; : 
ee te 
: ae aa sum | ia ‘we Pt ‘ j 4 ae jae Aus 3) Pht Sak et 
e a mm aoe Bin * ek ~< ee ax ae se “4 , a ele a pe or i ea ie ee > me “As, LA is A ier fo Tae 


Washingion, D. C. Other new ollices 


How to be an have been opened in Albuquerque, 


. | N. M.; Bronx, N. Y.; Dallas, Tyler, 
Office Architect Waco, Fort Worth, and San Antonio, : 
Tex.: Greensboro, N. C.; Jacksonville, 
© Fla.; Louisville, Ky.; Richmond, Va.; 
Lit one Rockford, Ill.; Wichita, Kans.; Kansas 
| City, Mo.; Wilmington, Del.; Birming- 
~ ham, Ala.; and Charlotte, N.C. The 


easy lesson- | company also announces plans to open 
| 


European offices in Birmingham, Eng- 
land; Brussels and Liege, Belgium; 
and Milan, Italy, in addition to the 


present branches in London and Paris. 

Business offices 75 per cent 
air conditioned, survey finds 

Nearly three out of every four busi- | 


ness offices in New York are air con- 
ditioned, a recent survey by the Office 
Executives Association of New York | 
reveals. Based on a representative 293 
firms within the association, the sur- 
vey indicated that 201 are completely, 
and another 16 partly air conditioned. 
Only 76 reporting companies were 
without air-conditioning units, and of 
these almost 60 per cent were taking 


This free do-it-yourself | 
steps toward their purchase and in- | 
i 


kit enables you to 
redesign your office 
—and cut costs at the same time 


stallation in the future. 


e Office equipment executives 
Here’s how to affect cost reductions in your office, the | appointed to CPS institute 
oma. Begin a ty your free “‘office floor-plan kit” Two executives representing office 
id eerless Catalog #121. equipment manufacturing firms were 
O a —— details Peerless Modular | appointed recently to the Institute for | 
Modelsties. --- illustrates every style of Peerless | Certifying Secretaries. Named to the 
20-member institute were J. J. Me- | 


You put them to work like this. Si E i i 
her . Simply select your Keon, vice president and general sales 
Pec ge args ogee Modulettes. Then, turn to the | manager of SoundScriber Corp., New 
outlines. Ras eager ke op oy wing vag ap regen Haven, and E. F. Scoutten, vice presi- : 
included. Make a few changes wel d ao yo dent and director of industrial rela- | 
tions, The Maytag Co., Newton, lowa. + 


you've saved valuable office space, reduced 
: € , costs, and th ae ; 
result is a more efficient flow ° The institute is a department of The | 


of office operations. | National Secretaries Association (In- 


Then, reach for that phone. | ternational) and supervises and devel- 
Call your nearby Peerless | ops the Certified Professional Secretary 
| 
| 


Ld MOw . . . 
—— to _ a with examination, held annually and aimed 
5 ou “i “ . 2 . . . 
find em zs | at giving secretaries professional status. ; 
| 
“oe man to _ NOMA forms committee to investigate 
now. | needs and effects of automation 


Sinbniiadiaian tite ttn exe The National Office Management 
selected from wide choice Association has formed a National 
Guistied te tena eee | Office Automation Committee “to in- 
vestigate and advance the technology” =? 
| of office automation. According to 
| NOMA President Floyd Guillot, “Se- 
rious clerical employee shortages exist 


4400 Nes at fess. ide a Pp: in almost every area. The mass of 
“ven emenee mani  ettnine business data to be digested and acted 
upon is growing at an alarming rate \ 
ice De . . . The one best solution is to move 
or table fi . . . 
eo gg Ep — as rapidly as possible to maximum 


Se ee See 
Gwe Ese Be Fe Fe (ee Ge ea Tea . i 
- in a : | office automation. Automation in the 
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plug it in anywhere! 


CODY anything, 


LETTERS, INVOICES 


RECEIPTS, CHARTS, BLUE PRINTS 
BIDS, PHOTOGRAPHS 


REPORTS, QUOTATIONS, ETC. 


' ~ 
THE NEW ALL-ELECTRIC GOLDEN oS 


ApEco A af , 
area 7 Lilo Sta 
Instant photocopies of anything written 


printed, typed, drawn or photographed 
right in your own office 


So fast... so convenient ...so easy! Exclu- 
sive ‘Magic Touch” dial control assures per- 
fect black-on-white copies of anything every 
time. Clear sharp copies from any original up 
to 15” wide, any length or color on opaque o1 
transparent paper—printed on one or both 
sides. Made of stainless steel, it is handsome, Nisted by 
compact, and light weight. Offers hundreds Charles E. Jones & Assoc 
of time and money saving uses for every busi- 

ness at a price well within the budget of even 

the smallest firm. 


Have you read this » ~ 


American Photocopy Equipment Co. OM 67 


New 1920 W. Peterson Ave., Chicago 26, Ill. 
F Rush me, without obligation, your new free book on the improved all-electric 
ree Apeco Dial-A-Matic Auto-Stat. I understand this book explains office 
Boo k ? photocopying applications in detail and shows how my business can greatly 
benefit by the use of this modern copy-maker. 
For your free book Company Type of Bus.___ 
tear off and mail this 
Air Mail Postage Paid Address sa 
reply card today. $ 
City Zone State 
Individual —— 


American Photocopy Equipment Co. 


1920 W. Peterson Ave., Chicago 26, Ill. In Canada: Apeco of Canada, Ltd. 134 Park Lawn Rd., Toronto, Ont. 
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the all-purpose 
copy-maker 


asco /[  Co¢ 


Find out how you can save time and money by speed- 
ing production . . . by cutting costly office paper work 

. . by expediting shipping and receiving—plus 
hundreds of other ways of increasing the efficiency 
of your business with Apeco Auto-Stat copying. It's 
all in this new free book. Send for your copy today. 


Have you read this 
NEW FREE BOOK? 


16 full color pages to tell 

ne you how you can use the 
Apeco Dial-A-Matic Auto-Stat 

in your business. 


NE smears! Sg cae Ae 


‘Niger 


First Class Permit 
No. 26670 
(Sec 49P.L &R) 

Chicago 26, IM. 


|BUSINESS REPLY caRD| 
5¢ postage will be poid by— 
AMERICAN PHOTOCOPY EQUIPMENT CO. 
1920 W. Peterson Ave. 
Chicago 26, Ill. 


GET YOUR FREE BOOK 


Mail this Postage Paid 
¢— 


Air Mail Reply Card Today! 
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othee, like automation in the factory, 
will work to the benefit of the entire 
economy.” 


New digital consulting, 
manufacturing firm is formed 

Formation of Digitronics Corp., 
consultants and manutacturers — ol 
digital systems and components, has 
been announced. The new firm. is 
located at 35-10 36th) Ave., Long 
Island City 6, N. Y. 


Burroughs Corp. establishes 
International Division 

Burroughs Corp., manufacturer ol 
business machines and electronic equip 
ment, has announced the establishment 
of an International Division to replace 
its present International Activity. The 
new division, which will be respon- 
sible for Burroughs marketing opera 
tions outside the United States and 
Canada, will be in the charge of Ray 
W. Macdonald, vice president of the 
company. 


Computer to find jobs for visitors 
to Chicagoland Fair 

A new million dollar Univac elec- 
tronic file computer will be used to 
help interested individuals to find jobs 
in the Chicago area. The computer 
will be shown at the Chicagoland Fair, 
scheduled for Chicago’s Navy Pier 
from June 28 to July 14. The elec- 
tronic memory of the system will con- 
tain the names of hundreds of employ- 
ers in the Chicago area who are look- 
ing for help. The visitor can obtain 
help merely by naming the kind of 
job he wants. A punched card will 
then be fed into the computer, and in 
a few seconds the system will issue 
a card bearing coded numbers that 
can be used to identify on a printed 
list the employers offering the type of 
job desired. 


Parent company of Globe-Wernicke 
changes name 

The City Auto Stamping Co., To 
ledo, Ohio, parent company of Glebe 
Wernicke Co. of Cincinnati, will be 
known as Globe-Wernicke Industries, 
Inc. company officials have  an- 
nounced. Globe-Wernicke Co. will 
continue to operate in Cincinnati as 
a subsidiary, with City Auto Stamp- 
ing Co. as a division of Globe- 
Wernicke Industries. 


Obituary 
William H. Hasbrouck, Jr., 76, 
who was a member of the advertising 
staff of Geyer-McAllister Publications 
from 1920 to 1952, died May g in 
New York. 
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correspondence 


oe 


Important 


makes the 


BEST 


when typed with 
Webster Durametric 
Multikopy* 


Easy to see why! Webster's exclusive num— 
bered margin gives complete control...prevents 
running over...insures a neat, well-—spaced 
letter ...saves costly retyping time and 
materials. 


This uncoated edge makes for cleaner carbon 
handling too...so no danger of smudging orig— 
inals or copies (or fingers) 


Webster Durametric is made of the highest 
quality materials for consistent performance 
.for more wear’ .for more economy. 


And as a bonus for secretaries MultiKopy 
Durametric stays flat even in extreme temper— 
atures — it’s specially treated to resist 
curling. 


So for letters that matter — that speak for 
and sell the high caliber of your company 
only Webster MultiKopy Durametric Carbon 
papers will do 


There's a MultiKopy Durametric weight, finish 
and intensity for every typing requirement. 
Let us show you how Durametric can benefit 
your company and you 


ry *To prove it — we'll gladly send you a 


free sample. Write on your office letter- 
head specifying make of typewriter and 
number of carbons usually required. 


[= 
V2 of 
~ S/ 


Make it clear 


you want WEBSTER’S 


at leading stationers everywhere 


F. S. Webster Co., 3 Amherst St., Cambridge 42, Mass. 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last 
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now you can 


orint ana bind 


all your literature 


right in your organization 


In just three simple fast steps, 
you can make your own cata- 
logs, reports, manuals, etc., 
more attractive . . . more effec- 
tive ...and save money too! 
This new GBC Rex-O-Graph 
system prints in one to five 
colors and adds life and pres- 
tige to your literature with 
sparkling action-getting GBC 
plastic binding. Your literature 
will be modern—every page 
lies flat .. . turns easily. You 
definitely increase readership. 
It’s so easy too. Now anyone 
in your organization can 
“tailor-make’”’ all your pres- 
entations—turn out profes- 
sional quality plastic bound 
books in seconds. You get sharp 
clean uniform printing with no 
make-ready, pumping or prim- 
ing . . . you punch and bind 
with the pull of a handle and 
it costs just pennies a book with 
this low priced GBC system. 


PLASTIC BIND 


SEND FOR THIS NEW FREE BOOK 


It tells you how you can use the GBC Rex-O-Graph system in your 
organization. This handsome plastic bound manual is packed with 
important news and illustrated facts. Shows you how you can dress 


a all your literature and printed material—all at a new low cost. 
ou owe it to yourself to get this valuable information. Send for 
your free copy. Fill out the coupon below and mail it today. 


Name 


General Binding Corporation 

812 W. Belmont Ave., Chicago 14, Ill. 
Send me, under no obligation, your new free book that tells 
how | can use the new GBC Rex-O-Graph printing and 
binding system in my business. 


, = ef K ~, GENERAL BINDING CORPORATION, 812 W. Belmont Ave., Chicago 14, IIL 


OM-67 


Firm 


Title 


Address. 


People in the News 


John D. Grayson has been named 
controller of J. I. Case Co., Racine, 
Wis. He was formerly vice president 
and treasurer of American Tractor 
Corp., which has merged with Case. 

]. Sterling Davis has been named 
controller of Blaw-Knox Co.,  Pitts- 
burgh. 

Wendell S. Reid, controller, Wm. 
Wrigley Jr., Co., Chicago, has been 
elected a director of the company. 

A, Gerdes Kuhbach has been named 
financial officer of the New Haven 
Railroad, New Haven, Conn. 

A. O. Savage has been named comp- 
troller of Standard Oil Co. (New Jer- 
sey), to succeed James C, Anderson, 
who has retired. 

Charles H. Frost has been appoint- 
ed director of employee relations for 
the international subsidiaries of Chas. 
Phzer & Co., Inc., Brooklyn, N. Y. 
Josiah H. Compton has been named 
personnel manager of Pfizer's Man- 
hattan offices, and William A. Thomp- 
son has become a_ personnel super- 
visor at Brooklyn headquarters. 

Alfred O. P. Leubert, secretary and 
treasurer of Old Town Corp., Brook- 
lyn, N. Y., has been elected vice presi- 
dent and treasurer. James H. McGraw 
III has been named secretary. 

John B. Capella has been appointed 
internal audit manager of The Electric 
Storage Battery Co., Philadelphia. 

William P. Elser and Thomas M. 
Hamilton have been elected treasurer 
and secretary, respectively, of Cohu 
Electronics, Inc., a company newly 
formed to provide financial and busi- 
ness management for electronics man- 
ufacturing and development com- 
panies. La Motte T. Cohu is president 
and chairman of the board. 

Andrew ]. Grant has been named 
controller of the Clark Controller Co., 
Cleveland. 

E. Reed Peirce has been appointed 
division controller of the new Detroit 
Manufacturing and Engineering Divi- 
sion, Burroughs Div., Burroughs Corp. 

Stanley W. Merrill has been elected 
treasurer of The Paper Mate Co., Chi- 
cago. 

John W. Wibel, former vice presi- 
dent and secretary, The Gray Mfg. 
Co., New York, has been elected presi- 
dent, and John F. McGovern, Jr. has 
been named vice president and treas- 
urer. Lewis W. McKinney has been 
elected vice president and secretary. 
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“Correlation” by STEEL AGE 


You'll discover there’s no finer way to increase the modern appearance and 
efficiency of your office than with individual ‘‘Correlation”’ units. There are 
custom-styled desks and companion units to meet every need. But wait until 
you need extra desk top space—or new multi-unit work stations. Then you’ll 
know why we named it Correlation! You can quickly and easily add extended 
tops, bookshelf or storage units to basic desks. Or establish an almost endless 
variety of correlated multi-unit arrangements that save floor space and spark 
efficiency. 

Obviously, Correlation adds up to more mileage from your office furniture 
dollar. But get the complete story by calling a Steel Age Dealer, or mail the 
coupon for the idea-packed Correlation brochure ... today! 


Corry-Jamestown 
Mfg. Corp. 
Dept. E-5, Corry, Pa. 


Please send me a free copy 


eee eee ee ee es 


of your full-color “Correlation” Desk Brochure. 


“eeee* 


: Name 
“The Quality Choice of Modern Offices” S ies a : 
STEEL AGE DEALERS : 
in Principal Cities Throughout the Country : Sect. ies WN eas 
: City__ ia ineciiicina Deanne ig 
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and from coast to coast... 


Nekoosa Bond . Nekoosa Ledger © Nekoosa Duplicator . Nekoosa Mimeo 
f Nekoosa Offset . Nekoosa Opaque . Nekoosa Master-Lucent 2 
} 24 For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


Backed by 70 years of 
papermaking progress, 
Nekoosa Papers are 
modern papers— 
made to perform 
perfectly on modern 
office equipment. For 
letterheads and 
envelopes—and most 
every business form— 
there are Nekoosa 
Papers in a wide 
choice of colors, 
weights and finishes. 
Thousands of printers 
can supply them... 
more than 135 
Nekoosa Paper 
Merchants distribute 
them. 


NEKOOSA-EDWARDS 
PAPER COMPANY 
Port Edwards, Wisconsin 


. Nekoosa Manifold 
and companion ARDOR Papers 


OFFICE MANAGEMENT 


AIA 
ing Co 
June § 
Sponse 
counta 


Intern 
and | 
New ¥ 
Sponsc 


Inc. F 


Colum 
ageme 
June 

Spons 
Colun 
House 


Colun 
Busin 
Spons 
Colun 
Hous« 


AICP. 
of tk 
Ore., 
Spons 
fied I 
the 
ants, 
Hote 


NAC! 
Wash 
Spon. 
Acco 


and | 


NMA 
Busi: 
Spon 
ants 

Hote 


NSA 
July 
Spon 
socia 
aton- 


Colu 
Busi 
N. | 
Spor 
Coh 
Hou 


AC) 
Va., 
Spoi 
Mar 
The 


JUN 


| : 
ere. 
i 
d 
~ tue is ape ——eee 
Paw Er eR geet icin - : Feet ‘ 
a ee Re Set ae re Scat ats gi Ss a oie ees, a a ee Met Ge head os _ bee os ‘ 
So cite ibe ats. oe EE Bap ies. Cee ag 8 Bok : 4 
be ‘3 ; oy eA Pe eg eae ae 2 : : : ay 
E a Or Re ae eS ee ‘ ; 
ae a Tia fe... ee ae *, ee, a ater 8 j 
’ e ate kg Oe . ge ho eh ee ees re Ree aes RE 2 
— = , eae Oe | aU STi te 
an a ee ae . . es eh aaa Sec ee eran ae 2 RR ee 
. “4 ee gi a AS 
% Ses a ao : 
@: 7 & < he Re Re 4 
i ee: 3 — : 
Ne. = : ae xen . aS 
: SE ee i = ee ag 
4 ei. ec ne ee ee pias oe : 
4 see : 
Ve . = ae Sera et ges ater come matinber nn saeaemnsionn Bess . 
ee FE EP ORD bah ee ae RE He Oe “ see * aie Ea ye 2 oe ~ 
ns vs : toed ea — a8. SRS See “3 es | SRS fe Ba ee Oe acs RE —— : 
€ c.f ae ' : ate ene Pe . su a “ere ae ws at. sf ~ i 2 ae Lae " 
: a A Cee x ae fad 2 “a bis me er. cheer? o we es = aye 
x epee es ee ae ae 7 s§ eee 2 s “§ - eee ~ rs aa 
: Br —. oe a 4 ala peo eae ee ae Coram a 
‘ an. ee at ME al eee = Spee eos ol a 
oe oe ee - es si ae a ee maikiht ‘ : 
, ae * “wet yt oe 
2 = esx Sn, te . | es ag Res 
ys yet eo . oe . 
. 5 babe F « 8 a a pa 
+ % ~ — ar nee : a ee , Phi: 4 ‘ f 
: , ” wer ins ob BF tt Prac Re he Des 
4: Breast ae Sie: 5: ining: wo gage Aiea r i 
; ees tes ts S. a ~ = ee a eee . ae me pe 
x <4 hx et , cage grote? ater “an —- . WS 5 ee Mer 
ty -— 3 ek Fate, See es. S pe PP sea Rg ae adie P PAE 
4 * : rey aS as ae Roy See ~ ] = vi " ey 
he r sak 2 = ue) a Bes ~ =". a ’ a fe, SS Fess “id : 
ee ° aie j : ae em Pa _“~ = ane ae ag f ia. es aut ae oa ‘ 
aeewiy ae e peg ms pire sO ae 4 ee Ser ae ok SE 
. eo set Ge ’ 2 ee it me 2 %, = 
BS) A oN se oe an P ; = a ee hm 
as «ht ‘| if < aoe a = * . i ¥ ia Sg " ties. . | 
y, © Se ‘ Soo — Mae a eo tae - As i 
ray : : ce al —— ea! F ee nia 2 
aes oa ‘ bi > ic a oe a o> a See 2. 
. ‘ > : ge ee Oe een? 4 a ‘ - ie a ee 
Sats ee. i, ibe" fF Og 
ils . o oa ~ 4 oe < ba 4 a ee of a ‘$2 ~ 3 ' a i. . 
eas %o 2 © ee . 7 oe : Th De a 
. File a ad 
- age ee ee Te oa . > f os 3 aa beh : 
ao. A al ee * ea ee ae g A a i i ‘ 
Poe ips is pow see 4 or pri . ree fi tt . aa 
an © Spalaes TEX oon a a oa. oP 3 eae rs joy if : i 
cae ee ne oe Lg me Oe: | aaa e Bie Ant me 
aig ‘ ct a Be : ee ew, Rye! ee ¥ - _ a, si ; ¥ 
“ a: aes es ee Shs roses 4% is Se a .* Hee =. 4 ; 
~ oh gm 111 a - rae SS a) CL le 
pi Lye ee né re | ne <2 .* fi OSS gee 
a, we FR ee ‘i f a «Bees one 
De. il tie ic od : “(es + a . Me S ae ')) a PRE 5 
75308 eee eo + 6S “te _ % j bd ey 
ou : 4 = a A ef re $ a i e 4 { — a a ic i - al tg ee : 
% - a4 > & Re Re ee to 3 | | Se f= * ses ‘ 
pes Pipes ro * ® ot? oe : = (ga cae ~ “a : 
f ee an eet be | <3 a Osta ee ~o 
; ae oe 3 yg See ee 4 = : eo wa sy ee Rg i 
ie ~ e = eck. ‘fs oc + > ait “a ey seine . % 
¢ bs ia st a d = oa = j Ps Be I » fa 2 oe Boe 4 . < 
Xe ne = fe ee ag gees” -_f a a See 5 
2 t i i a 4 % . 5. 7 - a i ee Ps rien = oe coe ‘ : pea : 
: A A ae 1 a co = > oos's | elie as, ‘i ao er 
et ae = a | ee ae : Ses 4 se ¢g 
os Pte Pe SS “eee .. : 
‘ —— ‘ oe. = = s 
~¢ a - “ae ae Q PR } 
< ne a > # me i . 7 
os is Fo Sg aaa ec oa 
75a S = i 2 2 
a. ' —_ 
a — 
k: be ee i | eg ee aa 2 
7 5 ro > eS 
oe : ines eo d 
Ba y i es 
: : : we ee ihe red aa 
J Fi ne s: ee ak - Sage 
shi . A see Sea 
ae ts 
ee 1 
c 
ee: sf bm. As 
se ‘ A tis 
it &: Rese 
i es : os et ’ 
i a % ‘ 
oe / is ai. Sy ; 
oe eed ba # 
‘ oa : ze ; i ’ we aae 0 re ' A) sie 
5 ee am , ; 4 pe? SRim . 
7 : we ° 
7 a AS: é 
% B ‘8 fal vale 
Ya i + 
(ped ; % e 4 
oe “ * 
eg % Ag : E 
A» - 
Eg 
5h. t 
Nias, : ° 
| 2 { a Gore sh ay z a oe _— 
4 <n ay ee “fa — a : 
ma f ap 2) ee ee aa. + 2 oe ae at _ iii. oe | es 


Coming Events 


AIA Middle Atlantic States Account- 
ing Conference. Myrtle Beach, S. C., 
June 9-12. 

Sponsor: American Institute of Ac- 
countants. Place: Ocean Forest Hotel. 


International Automation Exposition 
and Office Automation Conference. 
New York, June 9-13. 

Sponsor: Richard Rimbach Associates, 


Inc. Place: New York Coliseum. 


Columbia U. Consumer Credit Man- 
agement Program. Harriman, N. Y., 
June 9-14, 


Sponsor: Graduate School of Business, 
Columbia University. Place: Arden 
House. 


Columbia U. Executive Program in 
Business Administration. Harriman, 
N. ¥., June 16-July 27. 

Sponsor: Graduate School of Business, 
Columbia University. Place: Arden 
House. 


AICPA Annual Conference of CPA’s 
of the Pacific Northwest. Gearhart, 
Ore., June 20-22. 

Sponsor: American Institute of Certi- 
fied Public Accountants (new name of 
the American Institute of Account- 
ants, as of June 1). Place: Gearhart 
Hotel. 


NACA 38th Annual Cost Conference. 
Washington, D. C., June 23-27. 
Sponsor: National Association of Cost 
Accountants. Places: Sheraton Park 
and Shoreham Hotels. 


NMAA 6th National Conference and 
Business Show. Chicago, June 26-28. 
Sponsor: National Machine Account- 
ants Association. Place: Conrad Hilton 
Hotel. 


NSA Annual Convention. St. Louis, 
July 17-20. 

Sponsor: The National Secretaries As- 
sociation (International). Place: Sher- 
aton-Jefferson Hotel. 


Columbia U. Executive Program in 
Business Administration. Harriman, 
N. Y., August 11-September 21. 
Sponsor: Graduate School of Business, 
Columbia University. Place: Arden 
House. 


ACME General Meeting. Hot Springs, 
Va., September 12-15. 
Sponsor: Association of Consulting 
Management Engineers, Inc. Place: 
The Homestead. 

(To page 42) 
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WITH graduation time at hand, 
young hopefuls of all degrees of 
capability are on the prowl for jobs, 
and labor conditions being what 
they are, offices are in their annual 
big scramble to get the best of them 
for their own needs. 


TODAY’S crop of graduates from 
high schools and colleges are not 
desperate for jobs, of course, and 
selling the job to them still over- 
shadows in importance their selling 
themselves for the job. 


SOMETHING which has always 
worked against the office in attract- 
ing new employees is the school- 
like atmosphere of discipline which 
hangs over many offices. Twelve, 
sixteen, or even more years have 
already been spent under teacher’s 
eye and additional time under the 
sergeant’s eye if military service has 
been included. Jobs which remind 
the newcomer too much of disci- 
pline are not appealing. 


OFFICE personnel executives must 
emphasize to young people new to 
office work that the office is a pleas- 
ant place to work in, in addition 
to providing an open road to prof- 
itable advancement. 


IN competition for good new 
employees, a booklet or manual 
about the office and the organiza- 
tion behind it is a highly effective 
aid, selling the office and the op- 
portunities it provides, and serving 
as an essential outline of such 
matters as hours, duties, holidays, 


and payment policies. 


HERE, too, is the place for a few 
thumbnail remarks on office brass— 
a sort of office Who's Who. 


THIS booklet plays its powerful 


part in induction. Equally impor- 
tant in induction is introduction. 
Very often introduction is rapid 
and routine and more upsetting 
than encouraging to the young 
woman or man fresh to the office. 
It is especially important to see 
that newcomers and oldtimers get 
off to a good start together. 


MOST offices pay a lot of attention 
to a new employee the first day. 
Not at all so many are as attentive 
the second day when the excite- 
ment of a new job has cooled off 
considerably and the new _ staff 
member begins to feel somewhat 
neglected and forlorn. There’s no 
novelty now in the idea, but it is 
still an effective one, of putting a 
new employee under the guidance 
of someone who has worked in the 
office longer, someone who is about 
the same age and occupying some 
position equal to or not very much 
more advanced in rank than the 
newcomer. The girl beside whom 
she is to work takes the new girl 
out the first day at the company’s 
expense, ard the second day as 
well, answers her questions and in 
general does her best to make the 
newcomer feel a part of things. 


OFFICES would greatly increase 
their success in attracting and hold- 
ing graduates if those in charge of 
hiring and training would only re- 
member their own first days at 
office work. These new young peo- 
ple are reliving the doubts and the 
hopes they themselves once lived 
through. 


Vaober- 1 SH}. 


Editor 
Robert Beeman, Managing Editor 


Thomas V. Murphy, Ed/tor-in-Chief 


Geyer-McAllister Publications 


ge Ey 


25 


6 i i. ae Ba i, eh) ee a | ee . ‘poi en Bo a 
i H te 

: — keg with the EDITORS; i 
ie fae LE OG ge ge EE as oe ae i, { q oe d ae 
ee \3 
Se .. = 
-: 

H j ae 
ee 
a, 
ee. 
= _— | Z ae 
ee = 
| ee — 
SS oe 
Fe = 7 he 
) " a =. 
a a Ce lll lee Cl a 


Gettin g Here it comes! . . . the barrage of questions that only the figure facts 
(up to the minute and accurate) can answer. Burroughs Sensimatic gives you 
the Facts a comprehensive, consolidated picture of all your firm’s activities 
at all times—real Management Control! 


eine | All the facts and all the figures about your business. These you must have, day in, 
’ a = — day out. For they determine the decisions—momentous and policy-establishing 
decisions—that management is called on to make. 

Burroughs Sensimatic accounting machines are specifically engineered to pro- 
vide you with a sweeping, consolidated picture of your true business condition. 
On receivables, for example. On production. On sales and inventory. Payroll. 
Disbursements. (To do so accurately, too—and right now.) 

Have you ever been balked or misled by facts and figures that turned out to 
be history, not news? Then you know what we mean! And certainly you'll find 
the Burroughs Sensimatic—with its emphasis on Management Control—worth in- 


vestigating. Just call our nearest branch office. Or write to Burroughs Corporation, | 
Detroit 32, Michigan. 


Burroughs Sensimatic = 


“Burroughs” and “‘Sensimatic’’—TMs. 
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editorial 


No virtue in uniformity 


THOSE IN CHARGE of the office need to be reminded that flexibility of 
| operation is a great asset of any office. It is not wise to be arbitrary about 
uniformity — to lean too heavily on the assumption that because one has 

followed closely the equipment or procedural practice set by another office pe "ike 

one will achieve the same success. True, many phases of office work are be 

essentially alike whatever the office, and the technique of performing it need 

vary little or not at all from office to office in the same general category. But 

the American office did not become great through slavish following of 

1, example but rather through awareness of all good methods of getting a 


8 job done and intelligent testing out of these methods with respect to its own 
. specific needs. 
" In the modern office, there is exciting and valuable competition respecting 
. executive quarters. Executive offices are individual, distinctive, expressive 

of an organization’s difference from other organizations. Yet in the general ; 
office areas there is far too often what seems to be, from organization to | 
a organization, a distressing uniformity suggestive of routine copying. | 
’ Modern approaches to data processing are still new. It would be sad 


if, at this early stage of development, the flexibility and experimentation which 
have already led to such marvelous results should be frozen by slavish con- 
formity and uniformity. 
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Team 2—(l. to r. seated) John D. Gray, president, Wallachs Inc.; Don G. Mitchell, chairman and president, 


———— 


Sylvania Electric Products Inc.; Alfred J. Marrow, presilent, Harwood Mfg. Co.; and William T. Brightman, 
Jr., president, Blackstone Insurance Co.—revise their business strategy for the last quarter, while AMA presi- 
dent Lawrence G. Appley (standing) watches. 


AMA introduces “war came 


principle to 


train executives in decision-making 


Five teams, made up of presidents of leading corporations, 
strive against each other in new game simulating fluid. com- 


petitive business situation— 


by Robert M. Smith 


THE SITUATION: Your company 
has $10,500,000 in assets. It has four 
competitors, each of which has the 
same amount of assets, each of which 
makes the same low-priced item pro- 
duced by your concern. Each of the 
five manufacturers enjoys precisely 
one-fifth of the world market for the 
product. 

Your problem: to invest your oper- 
ating funds in the various production, 
research, and marketing activities 
your company pursues in just the right 
quantities and proportions to increase 
your company’s total assets within a 
given period more than your com- 
petitors can increase their assets. 

That was the basic situation faced 
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by five “teams” of company presidents 
early last month when the American 
Management Association staged the 
first public exhibition of its new Top 
Management Decision Game. The 
game is an executive training plan 
designed to teach executives how to 
guide their companies by forcing them 
to make operating decisions in simu- 
lated competitive business conditions, 
much as war games train the military 
for actual battle conditions. 

The teams that took part in the 
“game” held at AMA _ headquarters 
represented a “Who’s Who” of Ameri- 
can industry and commerce. Each 
team member was a company presi- 
dent or board chairman (a fact which 


unexpectedly proved as valuable an 
experience, according to the players’ 
reactions, as many of the things they 
earned from the game) and_ the 
companies they head in real life 
are among the largest in the country: 
Sylvania Electric, The New York Cen- 
tral, International Steel, Wyandotte 
Chemicals. 

Each of the five teams that played 
the game represented the top manage- 
ment of a hypothetical company man- 
ufacturing a product that sold for 
around five dollars. Each started with 
exactly equal assets, share of the mar- 
ket, etc. The purpose of the game 
was for each team to try to gain 
competitive advantage over the other 
“companies” by better allocation and 
investment of resources in a fluid situ- 
ation. Thus, each of the five manage- 
ments could raise or lower the price 
of its product, increase plant capacity, 
or sell plant, decide just how much 
to invest in marketing and research, as 
well as in buying information about 
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The strategy decision is not quite unanimous .. « 


the competing companies’ share of the 
market. 

The action of each company, and 
the effect each action had on the total 
situation was computed by electronic 
units lent by IBM for the demonstra- 
tion. As each made its 
moves, the effect of those moves on 
its position in the market, and every 


company 


other company’s position in the mar- 
ket, was automatically computed. 
Computations were based on cause- 
and-effect formulae created for the 
game, which is based on a mathemati- 
cal simulation of an arbitrary business 
market. 

Because of the speed of the com- 
puter, it was possible to compress 
nine business quarters of activities 
into approximately three hours of play. 

The number of factors which each 
management could employ in guiding 
its company’s destiny was limited. No 
loans could be negotiated, nor could 
stock or bond issues be used to raise 
money. All income had to be obtained 
through sales of the product or of 
part of the plant with which each 
company started. All human relations 
factors were eliminated; if two com- 
panies chose to invest the same 
amount in advertising, for instance, it 
was assumed that the advertising of 
each was equally effective, and would, 
all other factors being equal, increase 
each company’s share of the market 
proportionately. 

The game began with each of the 
five teams receiving a basic operating 
form showing its status at the mo- 
ment the game opened; its cash posi- 
tion, its inventory assets, and its plant 
investment. The form also showed an 
income statement for the quarter im- 
mediately preceding game play, and 


... but the eventual results seem to be satisfactory 


Team 5—(l. to r.) President Robert B. Semple, Wyandotte 
Chemicals; Charles T. Lipscomb, J. B. Williams Co.; Joseph {a 

Hayes, Triangle Rubber Co., Inc.; and Patrick McGinnis, Boston ee. 
& Maine Railroad—shared mixed reactions at its final tally. ; 
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Perlman: “Pll go home having learned more today than in any month this year . . . ”’ 


showed what management could 
choose to buy in varying quantities 
during the quarter just ahead. Thus, 
each management could allocate its 
operating funds to purchases of infor- 
mation about its competitors, to market 
research, to additional plant develop- 
ment, to marketing, to production. 
Each of these factors was listed in 
the form of specific alternative 
amounts which the company could 
allot. The company could also set the 
price of its product at any one of nine 
alternative figures from $4.80 to $5.20. 

Each team was given twenty-five 


minutes to plan its strategy for the 
coming quarter, and then it was re- 
quired to circle each of the choices 
it had made in each category on its 
form and turn it in. The information 
from each form was then key punched 
into cards, and fed into the computer, 
which, following the formulae devised 
for the game, computed for each com- 
pany the effects of its own and its 
competitors’ decisions on its financial 
position. Each company, after the 
computer had concluded its calcula- 
tions, was also furnished with a quar- 


terly operating statement showing how 


Clifford Craft, AMA Special Services Director, takes report from machine 


France M. Ricciardi, AMA vice president, checks on performance of teams as 
shown by computer, with aid of his secretary, Margaret Fassberger 
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much of its product had been sold 
under its operating strategy, and what 
its costs were. 

These reports were the basis of the 
team’s planning its strategy for the 
next quarter, its revised allocations of 
operating capital, and its final deci- 
sions on just how it would invest its 
resources to better its position during 
the coming quarter. These new de- 
cisions were then fed into the compu- 
ter, which again calculated the inter- 
actions of each company’s decisions to 
arrive at each company’s relative posi- 
tion in the market, and increase or de- 
crease in assets, 


Strategies compared at conclusion 


In this fashion, each of the manage- 
ment teams went through nine 
business quarters, at the end of which 
each of the teams—until then rigidly 
isolated from each other—was brought 
together, so that a comparative look 
could be had at the results obtained 
by each company, and so that differ- 
ent teams could outline the business 
strategies they had followed. Though 
the game provided no formal criteria 
for selecting the winner, the company 
that had most increased its total assets 
was considered to be the one on top. 

At the critiquing session that fol- 
lowed the close of the game, it was 
found that all the companies had been 
managed with enough shrewdness and 
competence to achieve some growth 
during the nine quarters considered. 
None had walked away with the mar- 
ket, although share of the market was 
the area where the greatest divergence 
appeared in results—far more than in 
total assets at the conclusion of play. 
One of the teams, not identified to 
the audience, captured 25 per cent of 
the market by the end of the period, 
and also showed the largest gain in 
assets. 

Basically it was apparent too that 
most of the players had played very 
conservatively, at least during the be- 
ginning of the game. Price level for 
the “first year” held fairly steady for 
most companies; the allocations for 
market research and development 
were comparatively low. After that, a 
little more daring was displayed, and 
a little more experimentation ap- 
peared. Most of the companies in- 
volved went in for price cuts some- 
where along the line in an effort to 
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<~ SHARE OF MARKET 


at ES. BEBE a TE; * 


Craft calls out new figures for each of teams as Marie Esposito of AMA 


gain more of the market, even though 
profit per unit declined as a result. 


Early results erratic 


But astute businessmen though they 
all were, some of the teams found 
their early planning inadequate and 
only saved their companies by fast 
recovery actions. One of the groups 
using various devices to raise sales 
did not also provide for increased 
production capacity, and ran out 
of productive capacity during the ses- 
sion. Another cut price expecting to 
win more of the market by the action, 
and simultaneously cut marketing, 
research and development expenditures 
to lower operating costs. 

Results, in the team’s own words, 
were “disastrous.” 

In general, in the critiquing session, 
the spokesman for each of the teams, 
reporting on his group’s strategy, 

(To page 86) 
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plots their relative positions on large chart. 


Participants check final comparative results on charts 
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Current NOMA officers: Seated (1. to r.), Floyd Guillot, F. S. Talcott, L. M. Collins, F. A. Schultz, 


Frank Macllroy, Walter Emmerling, R. B. Hodges, and W. H. Evans. 


Myers, I. D. Kriedberg, A. G. Bagwell, A. E. Riddle, R. F. Hamer, T. C. Yeaman, H. C. Wenzel, N. A. 


Standing (Il. to r.): W. L. 


Olson, H. Jackson, F. D. Hurt, R. W. Purves, J. Greenwood, and M. A. Sherman. 


Part 1— 


Audience participation keys NOMA meeting 


Attendants go through brainstorming session, hear that 
unionization is real possibility at Los Angeles meeting— 


AN INTRODUCTION to. brain- 
storming techniques in which the au- 
dience learned what cou!d be accom- 
plished through them by actually trying 
out the techniques, a serious warning 
that unionization of clerical workers 
can probably be forestalizd only by 


se. ~ 7 : 
a Orn : a 
R | ae ‘ 


the most intelligent and imaginative 
management action, and a prediction 
that electronic office units will be 
available to even the smallest concerns 
in the relatively near future were 
major highlights of the 38th Interna- 
tional Conference of the National 


* ty 


MATIONAL 


Ore: 
RPT t  Manaciut aT eee 


REGISTRATION 


Office Management Association, held 
in Los Angeles, May 12-15. 

Running concurrently with the con- 
ference and for one additional day 
after the close of the conference ses- 
sions was NOMA’s annual office ma- 
chinery and equipment exposition. 

New NOMA officers elected at the 
business meeting on Monday, May 13, 
first day of business sessions at the 


Attendance was heavy at conference, with most of those attending checking in Sunday afternoon 
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conference, were: Frank G. Mac IIroy, 
vice president, Western Employers’ 
Services, San Francisco, president; F. 
A. Schultz, assistant secretary, Unity 
Mutual Life Insurance Co., Syracuse, 
N. Y., first vice president; J. R. Tay- 
lor, head of General Business Depart- 
ment, Wayne State University, De- 
troit; F. S. Talcott, office manager, 
Brown & Bigelow, St. Paul; and 
Walter Emmerling, office manager, 
Procter & Gamble Co., Cincinnati, vice 
presidents. 


Directors also elected 

Continuing in office as vice presi- 
dents are R. B. Hodges, manager, Plan- 
ning Division, Dennison Mfg. Co., 
Framingham, Mass., and L. M. Col- 
lins, manager, Education Services De- 
partment, IBM Corp., New York. 

Newly elected directors are: Floyd 
Guillot, New Orleans, the immediate 
past president; M. A. Sherman, How- 
ell, Mich., H. C. Wenzel, Columbus, 
Ohio; F. D. Hurt, Chicago; I. D. 
Kriedberg, Minneapolis; R. W. 
Purves, Vancouver; W. L. Myers, 
Wilmington, Cal., and N. A. Olson, 
Topeka, Kans. 

Continuing in office as directors are 
J. Greenwood, Springheld, Mass.; A. 
E. Riddle, New York; R. F. Hamer, 
New Holland, Pa.; T. C. Yeaman, 
Richmond, Va.; J. H. Jackson, Hamil- 
ton, Ont.; J. H. Quaritius, Jackson- 
ville, Fla. and A. G. Bagwell, Baton 
Rouge, La. 

The election was held immediately 
following the conference keynote 
speech by John S. Coleman, president 
of the Burroughs Corporation, and 
new chairman of the board of direc- 
tors of the United States Chamber of 
Commerce, in which he said that in 
spite of automation the ratio of clerical 
to production workers is still rising. 

Ten of every hundred employees in 
this country were office workers in 
1940, and today the figure is 16, he 
declared in conceding that the relative 
production increase clerical 
workers during the period since 1940 
has lagged beyond that obtaining for 
industrial workers. 


among 


But, he said, elec- 
tronics is just beginning to be felt in 
offices, and its impact may arrest this 
trend. 

“I do not believe that the push- 
button office is anywhere in sight,” 
he stated at the keynote session — 
“But I do believe that the time is not 
far distant when electronics will be 
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New NOMA president: Frank Mac- 
Ilroy, Western Employers’ Service 


within the reach of even the smallest 
companies.” 

Pointing out that the advent of 
business computers is comparatively 
recent Coleman said that electronics 
in a few short years has become the 
fifth largest industry (ranked by value 
added in manufacture) in the country. 

“But its research and development 
costs have been extremely high,” he 
went on, and are at present reflected 
in the cost of its products. 

“What does this development mean 
to you who deal every day with the 
problems of the office?” he asked the 
audience. “To me, it seems to mean 


= _— = — )2 pee, 


D 


“Business Teacher of the Year” is 
Louise Kinney, Baton Rouge, La. 


this: Go ahead electronically, but go 
slowly. When the first automobile 
hit the road, a man would have been 
very foolish to shoot his horse. How- 
ever after the automobile had proved 
itself for five or six years, he would 
have been equally foolish not to in- 
vestigate this new kind of vehicle. 
Before he could use it to fullest ad- 
vantage, it is true, many things had 
to be done. Paved roads had to be 
laid. Service stations had to be estab- 
lished. Traffic laws had to be formu- 
lated. But he soen would have been 
left behind in the dust if he had not 


(To page 80) 


Arsene neem etemicon 


“Miss NOMA,” Jeanne Evans, of Los Angeles, here escorted by 
old and new NOMA presidents, decorated proceedings 
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Unionization — are you prepared for it 


if it should come in your office ? 


With the AFL-CIO making a drive to organize clerical 
workers, office executives may be called on to conduct 


collective bargaining. Here are some basic principles— 


by Robley D. Stevens 


Management Consultant, 


THE AFL-CIO reports that there are 
about 15 million unorganized white- 
collar workers — stenographers, book- 
keepers, clerks, telephone operators, 
draftsmen and salesmen and that it 
plans to organize them. Will these 
employes in your office be a target for 
unionization in 1957? 

Whether or not your office manage- 
ment is convinced of the soundness or 


Washington, D. C. 


eficacy of white-collar employe collec- 
tive-bargaining, if your business and 
your employes come under the Taft- 
Hartley Act, your office management 
will have to bargain collectively with 
the authorized agents of your em- 
ployes, if they are unionized. 
Obviously, where specific problems 
of law arise under the Taft-Hartley 
Act, your office administrator should 


The employer cannot, eith i 
5 er by thretts or direct action, restrai 
employees from forming or joining a labor group . 


therefore consult with a competent 
attorney, or the local office of the 
NLRB for advice. 

The Taft-Hartley Act underwrites 
the rights of employes to form, join, 
or assist labor organizations; to bar- 
gain collectively through representa- 
tives of their own choosing; to take 
part in other group activities for the 
purpose of collective bargaining or 
other mutual aid or protection. To 
bargain collectively means that an em- 
ployer and an authorized employe rep- 
resentative must meet together to dis- 
cuss in good faith wages, hours, and 
other terms of employment. However, 
with one exception, the employe has a 
right to refrain from any or all of such 
activities, except to the extent that such 
right may be affected by an agreement 
requiring membership in a labor or- 
ganization as a condition of employ- 
ment. 

Neither employer nor labor organi- 
zation may interfere with, restrain, or 
coerce employes in the exercise of 
these rights. If this happens, charges 
of “unfair labor practices” may be 
made to the National Labor Relations 
Board for appropriate action. 

To make a reliable estimate or an- 
alysis of conversation with employes, 
the office administration should know 
that the Taft-Hartley Act says the fol- 
lowing in this regard: “The express- 
ing of any views, arguments, or opin- 
ion, or the dissemination thereof, 
whether in writing, printed, graphic, 
or visual form shall not constitute or 
be evidence of an unfair labor practice 
under any of the provisions of this 
act, if such expression contains no 
threat of reprisal or force or promise 
of benefit.” 

Under the Taft-Hartley Act, the 
term “to bargain collectively” is de- 
fined as the performance of the mutual 
obligation of the employer and the 
representative of the employe (1) to 
meet at reasonable times; (2) to con- 
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Supervisors are considered to be part of management, if their sphere of authority calls on them to use 
independent judgment, and thus cannot join an employee labor group 


fer in good faith on wages, hours, and 
conditions of employment; (3) to ex- 
change views on the reaching of an 
agreement; (4) to discuss and try to 
settle any question that arises after an 
agreement is reached; (5) to complete 
and sign a written contract containing 
any agreement reached, if requested 
by either party. But in the language 
of Congress the following exception is 
stated: “such obligation (to bargain 
collectively) does not compel either 
party to agree to a proposal or require 
the making of a concession.” 

The Taft-Hartley Act provides: 
“Representatives designated or select- 
ed for the purpose of collective bar- 
gaining by the majority of the em- 
ployes in a unit appropriate for such 
purposes, shall be the exclusive repre- 
sentative of all the employes in such 
unit for the purpose of collective bar- 
gaining in respect to rates of pay, 
wages, hours of employment, or other 
conditions of employment .. . ” 

The National Labor Relations 
Board, under the authority of the 
Taft-Hartley Act, shall decide in each 
case whether, in order to assure to 
employes the fullest freedom in exer- 
cising the rights guaranteed them, the 
unit is appropriate for the purpose of 
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collective bargaining. 

However, Congress made three ex 
ceptions: (1) Professional employes 
have a right to decide whether they 
will be included in a group with non- 
professional employes; (2) Craft units 
have a right to vote for or against 
separate representation; and (3) Plant 
guards must be in a unit separate from 
all other types of employes. In short, 
the Taft-Hartley Act places certain 
limitations upon the NLRB in mak- 
ing the determination in certain cases, 
such as those mentioned above. 

The average office administrator, 
thus far, has had little experience with 
white-collar collective bargaining. Nev- 
ertheless, he must know and _ under- 
stand the rules. 


Supervisor’s authority defined 


The Taft-Hartley Act has a provi- 
sion applying directly to office super- 
visors. In other words, the term “su- 
pervisor” is clearly defined and means 


any individual having authority, in the’ 


interest of the employer, to hire, trans- 
fer, suspend, lay off, recall, promote, 
discharge, assign, reward, or discipline 
other employes, or responsibility to 
direct them, or to adjust their griev- 


ances, or effectively to recommend 
such action, if in connection with the 
foregoing, the exercise of such author- 
ity is not of a merely routine or cleri- 
cal nature, but requires the use of in- 
dependent judgment.” 

Before the Taft-Hartley Act, some 
have doubted whether supervisors were 
members of management. Now there 
can be no doubt. If an office super- 
visor uses independent judgment and 
acts in the interests of his employer 
he is a member of the management 
team. 

Nobody wins a strike. Management 
loses valuable personnel and employes 
go without pay checks. The losses in- 
curred by a strike may take years to 
regain. However, the Taft-Hartley 
Act has this to say on the subject: 
“Nothing in this Act, except as spe- 
cifically provided for herein, shall be 
construed so as either to interfere with 
or impede or diminish in any way the 
right to strike, or to affect the limita- 
tions or qualifications on that right.” 

Obviously in our American political 
democracy the tradition is well estab- 
lished that government operates best 
when it enjoys the confidence and 
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The continuing trend toward 
increasing efficiency and cutti 
processing time by ingenious 
use of relatively simple ma- 
chines is demonstrated again in 
the new offices of H. Hentz & 
Co. One of New York’s oldest 
investment firms, the work done 
by Hentz in integrating several 
different media for the handling 
of a large volume of orders may 
open new frontiers in the me 
chanization of clerical routines. 


New communications, new layout speed, 


simplify brokerage firm’s work 


Carrierless “whiz” tube for movement of orders and 


messages, plus two-tier conveyor belt for order processing. 


give H. Hentz & Co. important time advantage— 


by Frederick Vogel 


THE FACT that automated tech- 
niques are playing an increasing role 
in operations of the nation’s leading 
financial houses is confirmed once 
more by the creation at H. Hentz & 
Company of a number of integrated 


Each executive 


office procedures engineered to speed 
the flow of its internal and external 
communications. 

The New York brokerage and un- 
derwriting firm, member of 19 stock 
and commodity exchanges in the 


office, large and dignified, has its ... 


United States, Canada and Liverpool, 
England, and associate member of an 
other, recently moved its home offices 
to 72 Wall Street, a few blocks east 
of the Big Board. Formerly, the tot 
vear-old firm maintained offices in the 
city’s Cotton Exchange Building. In 
its new quarters, Hentz occupies the 
three top floors of the 14-story struc- 
ture and a portion of a fourth floor. 

Obviously, careful planning to meet 
required results was a_ prerequisite 
prior to relocation. Specialists in a 
field in which inaccuracies or a let 
down in operational flow could prove 


- - « adjoining secretarial office 
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Heart of the system is the board room, where account managers watch 


Saas 


Two-tiered conveyor belt carries customers’ orders to clerks who process them in assembly-line fashion 
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costly, and employer of about 500 
persons throughout an organization 
which embraces ten domestic and 
three foreign branches, Hentz had to 
concentrate on efficiency in office lay- 
out. Thus, available space was planned 
and designed by Designs for Busi- 
ness, Inc. to provide the most modern 
facilities for this type of firm. 
Placement of officers in the build- 
ing was arranged on a “top to bottom” 
basis, with each floor serving as a 
separate, yet interdependent link in 
the company’s chain of command. 
Departments engaged in specific op 


erations were located in the closest 
we proximity possible to allied depart 
ments. “Productive Department” of 


BE 


tices on the top floor, for example, in 
clude the bond, foreign, syndicate and 
commodity departments, as well as 
executive offices, the board (or cus 
tomers) room and the order room. 
On the next lower floor, the “Back 
Office Operations Division,” consisting 
ot those departments which process 
the orders originating and executed 
on the floor above, includes margin, 
bookkeeping and purchase and sales 
departments and the cage areas. A 
third floor houses the research depart 
ment, office manager and several clear 
ing firms which are allied with Hentz 
in investment activities. 


Order reaches clerk in seconds 


Automated systems, integrated in a 
new way for financial operations, 
speed the flow of orders and commu- 
nications within the main offices and 
branches. For example, a carrierless 
“Whiz” Tube System, manufactured 
by Airmatic Systems, Inc., a subsidiary 
of International Telephone & Tele 
graph, enables orders and messages to 
travel at a rate of 25 feet a second 
through an extensive line of pneu 
matic tubing. (A stopwatch test, the 
firm relates, noted that only ten  sec- 
onds were required to dispatch an 
order from the time it was received 
over the telephone to the time it was 
in the hands of an order clerk.) 

Outlets for the tube are located at 
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Bookkeeping department is one of few large clerical areas; departmental 
grouping keeps most clerical workers within their specific departments 
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Last month’s issue covered the 
impact of wood upon the office 
furniture field and the effect 
that this material has on the 
decor of today’s modern office. 
This article concerns the qual- 
ities of steel as they apply to 
office planning and layout, and 
attempts to define reasons why 
metal - equipped 
maintained a steady popularity 


offices have 


among purchasers of office fur- 


niture for so many years. 


Steel maintains lead in office furniture 


field despite reviving interest in wood 


Increasing variety of colors 
available, plus steel’s basic 
utility and strength, appeals 
to customers— 


A RECENT “Office of the Year” 
winner in this magazine’s annual 
awards competition attracted the eye 
ol the office world by its extensive use 
of steel for utilitarian and decorative 
purposes in its new heaquarters, In 
so doing, the firm highlighted the 
durability and versatility of the metal 
— twin attributes of steel which many 
persons either may have ignored or 
forgotten in the current revival of 
interest in wood office furniture. 
But these two assets of steel em- 
phasize, partially at least, the inherent 
value in outfitting an office with metal 
equipment. Durable and sturdy, metal 
desks and tables, for example, can 
support the heavy weight of the ma- 
chines necessary in today’s automated 
office. And since this equipment is 
by its very nature heavily-based and 
steady, “wobbling” is sharply cur- 
tailed, if not altogether eliminated. 
Although wood office furniture has 
experienced a dramatic comeback with- 
in the past few seasons, its metal coun- 
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terpart has retained and actually in- 
creased its hold on executive thinking 
all along, largely because manufac- 
turers have introduced numerous new 
designs, color schemes and “glamoriz- 
ing” effects which have enhanced the 
original beauty of the sturdy material. 


Use of steel, of course, is employed 
far more extensively than wood 
in the manufacture of other office 
furniture apart from desks. Whereas 
wood office furniture largely consists 
of executive desks, chairs and tables, 
the term “metal furniture” likewise 


Steel units are particularly popular for large clerical work areas 
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Functional, yet “glamorous,” the all-steel office can combine simplicity with prestige 


encompasses such related office objects 
as partitions, filing equipment, trans- 
fer cases, oredenzas, safes and other 
accessories — from “in” and “out” 
trays to waste baskets — which the 
office requires to function properly, In 
other words, an executive or clerical 
working area may be furnished almost 
completely in metal equipment of a 
single design and color scheme. 

That office areas are becoming more 
and more important for prestige val- 
ues is an accepted theory. Workers 
and business callers alike judge an 
ofice by the  constantly-improving 
standards they may have set, even 
unconsciously, from films, television, 
stores and restaurants, and which they 
may even apply in their own homes. 
Thus, one of the newest “booms” in 
metal office furniture is the current 
emphasis on color — color for variety, 
for warmth and, possibly most impor- 
tant of all, for the morale of em- 
ployees. 


Steel units easily support heavy office machines, restrict 
“wobbling.” (Picture by courtesy of Shaw-Walker Co.) 


That color, in harmonizing, eye- 
soothing tones, is of value to the 
working conditions of a staff is obvi- 
ous. That it attracts the visitor and 
turns an office into a pleasing “show- 
place” are other factors bearing on 
the popularity increase in the use of 
color. The practical value of color 
contrasts in offices was first demon- 
strated, one firm reports, at a 1929 
business show, where desks of ivory 
white, French grey and other bright 


Arrangement of folding tables highlights new uses for steel furni- (To page 44) 
ture. (Picture by courtesy of Howe Folding Furniture Co., Inc.) 


30 PR Eas 


OFFICE MANAGEMENT 


ACQ 
ment 
autor 
the 1 
some 
color 
divis 
pany 
mon 
B. F 
ing | 
Com 

Fo 
prob 
ing 
orde: 
unde 
Inc., 
signe 
regis 
were 
Forr 
ness 
sary 
and 


In 
“rev 
inve 
ing 
able 
the 
Mr. 
poss 
of { 
colo 
the 


ps ie * . ~— eae : , o eh Se = fe, ee oe ae ee? P —— = 
Lee — i 3 
—< — — ' — 
, ye. ‘ i lhe : Ae , 4 a. ‘Fs { if 
"ai ; Bae iiitil Mii itt wR | an ae 
eo a oe ; fat He a . ‘ , Cpa a k = A —— ef “a 
My pert = i} ' ef - ; es a ee oe y | § Re Sos ¥ -- ; a 
— | wit i eu, Se ee a ee ** 
ae ee ERR ss : *F <i soe ’ ‘ P ££. 
P :  *Eetaee ae + | , ai, ° : m2 ; P 3 9 ee 
, | ‘ a , Ee f : : ee: es: . _—? 
i P . - 4 . a - rd baad Se 4 
| et : , . a as .! ag ae 
bes sidhy ee | ‘ ‘ “>a : : RS x ‘ ec a ha, set 
: ee mame ee Oe a . . — § ~~ ee ‘ 
’ 83 a a i a . ; R. s é . SS " 
, ; i f BI Ee mm : : : sy emcage: 
ce * % “eat roe a % >. 4 ae ty . x “ . 
oe Poe £¥ = \\> Pe _ 
ail ie Phe 8 Se * Ss " i 
is | ; ‘ ae git Samet ca nie ee Ma. fi. im, Se anit 
cas . ; ere “ or ee : ae = =. ages ee mt 
Rie oe te oe S bi mai a Sy ; i ij} 8 ‘ Pte. ~ Ba Pp > : <x a fi 
Ge 2. ae eee ee Se per ee “= @; oD india Ve 
ie mm Ms ae one . See 3 ‘ — —— eet % oe a " & Say Te 
7 ; Sey ee Sao ee gee he en Se — ot 
.. ££ : ™ pe eee ‘ - ane oes fe F - . 
3 ale . .. “ee a ilies se _» ~ ‘ 
ae ; ‘ = Sy es ste: : ei call oe. SS oe Tas ‘a 
“ > ma Se ; we aos : : > a ag ) aes * i 
ny Ba Glee } f ge Be aus, ok: Bae “ ae Fae oo eee “4 
; : eee ; ee -e te - ores . ig Ce ae ee 
~ <i a tee — — ae bee a ey 
a ae > sn k os “iy OR ee : ig eg Be eS. oy ie ; 5 
ty i x ey s = oy . yee 4 ; : ‘ee ae - as % be “ Mag = a aon ‘ ~~ ae 2 aN 
k ies ita $% ce re N eae Ya, ia. 
ie mes ~~ ea, Pe mf 8 ‘ ‘ = ae Se a a3 iit 
: ei - 2 = re m. Gori ve ae 3 at, a . a a | at 3 ; ae ie oy Bas le 3 ae” bs . 2. Sa 
r ae eT A ee Lo aera, 4 e , age a ee ee : — ‘he 
fs 
i ot , 
ey, -_ - 3 : ey eS 
Scan ae, et i ode eee i Si : ie 
Si i Sa — : ee oe 5 
y * 13: : fees a Mh i. gine SSeea oy } 1 ty if] 
; Bi 3 sae i ee ar i ah : re as. Ste : ‘a 
= abana - - Sali a me > iain I + ghee ee a "3 $ B oe ei a8 
= ue — 9 bi 3 , ire Rs acs Pare a : 5 ‘ se is ‘4 ai 
. aie Pier aa ee: me : re iy nt 
re 5 2p ree: : = . gas . Je % : 
2 -- és £5 a OME ca = Fn ae ¢ 8 
i pena ae .. Se t me 
: x | ; = . ce aia” — gre e : a3 
7 3 sas Sas mas , ies & . 
. >. § = SS S ; 
ene an pe | . oa ca ra . eS . a . sana 
v A é ¥ m g Ter 2 aa be = ee + #y —_ » ae ; we 
‘ 4 . £43 Ea ee - “6 a 
- e% = 2 PG fay . - § = ¥ 4 be % a . tug ae cee. Pe 
: Si 4 [a le el ia 22 . a 
sins be he ee 4 rae Be a ‘ —"s : aay. ot a 2 
mi 7 ’ Te Mee ihpey e ah F ae 3 Ra: } . ¥ — te i: y ss | 
i gate ae ee eC ee ee Gara <= Pie 
Pee: . g , SS Te oe cee, $ es i 
ia Vek gee a — | “as a ’ 
wate i 5! in 
ie. .. fa ihe’: ai ae ‘a | - * —_— 
Bi _ 2 8 : > a om ; ‘ : pa a = a 
ry eee eee - : ie . 
—_— et Te oo 
i Foz, : Oe. ae , Bae 
a | 
cas 
=! 
ae HW te ee | by me gee age oe i EPR 
a. ot 2 “ = ir 4 ; " 
he Dee we 3 a eee a f ag 5, e, ge oe ; 
a By ee ee ; s : 
* .. bs  -— tig Pei Ce ae i eiag El ; man 
te he % A ce d aa ae P J See ed ° 
Y rs a , 23 8 itn, 2: Ue “f size 
eh “ oe — pee ™, | ate 
= yy} — © LP eae. be : see a ae orde 
‘a 4 ee oN lt : 
Oe : en la * : 
ae till va ee is and 
= i >— ie.  .. a . 
S 2 X44 -y Ae | tae -— 2. % er 4 } te 
Bt < -_— ? Z Ra. eee i. = aoe apa : 
. , oa: ee ee , rate 
: < ae ‘= eee 4 _— De oe me at 
dey, ns 3 ’ ——— i . a Stas OS i emtatiareek add 
foe eee ce Me eee. orde 
te 2, _ =. = eee ERS i oe be . 
a. a Kes ad en 1, Oe i ds a a ees +4 nee erie, ape ne ; iten 
se i re j= : en cy en, ae “ae She 
es kati eM ge a ' = om ia F Bc aa I Be 
i Ve te: «it oe a ee) | rope 
Sil 
S: ope: 
: 40 ES 
Bai. 
Sa: Ua Sil i - : eats ‘ 4 a f ‘ .! a a Ja j See eae Gt ae ot u oe 
" 1 Be cag. - F ee. ee es ae - Say: id ae - ee 7 es E 
te . ——_ ohio AE «een ‘ <a . =) ee og gh as aN? ie os a ogee 


AUTOMATION 


IN THE OFFICE | 


B. F. Goodrich automates inventory control; 


New England Mutual Life orders Univac 


ACQUISITION of electronic equip- Information is fed into the Tele- This can produce a copy manually 
ment engineered to actuate the “first register system through two basic in- or automatically under control of 
automated inventory control system in put devices. The first is a keyset re- punched tape. The machine has a 
the rubber industry,” by memorizing sembling in appearance a small adding perforator which can produce a tape 
some 30,000 different styles, sizes and machine. Code numbers up to ten record of the page copy. This tape 
colors of footwear produced by two digits, representing number of pairs, is then passed through a “reader” 
divisions of the B. F. Goodrich Com- style, color and size of a particular which produces coded electrical im 
pany, has been announced by Ray- footwear itein, can be introduced as pulses. These impulses are transmitted 
mond H. Blanchard, president of the fast as an operator can strike keys. to an electronic data processor which 
B. F. Goodrich Footwear and Floor- The second input device is an elec “edits” the messages, either adding or 
ing Company and the Hood Rubber tric typewriter, called a Flexowriter. subtracting from the inventory or 
Company. 


Following studies of the companies’ 
problems in achieving and maintain- 
ing a_ balance between customer 
orders, production and __ inventories 
undertaken by Dresser Engineering, 
Inc., the required equipment was de- 
signed and engineered by the Tele- 
register Corp., special paper forms 
were designed by Moore Business 
Forms, Inc., and International Busi- 
ness Machines Corp. supplied neces- 
sary punches, tabulators, calculators 
| and sorters. 


: In predicting the system would 
“revolutionize procedures involved in 
inventory control” by collecting, stor- 
ing and making instantaneously avail- 
able the voluminous data pertinent to 
the manufacture and sale of footwear, 
Mr. Blanchard said that “it is now 
possible to determine how many pairs 
of footwear of any given style and 
color are in the warehouse, and at 
the same time we can find out how 
many pairs of this particular style, 
size and color represent committed 
orders.” 


The system’s “brain,” actually a 
magnetic storage drum, accumulates 
and “remembers” plant production as 
it enters warehouse inventory at the 
rate of some 6,000 entries a day. In 
addition, it speeds the processing of 
orders by tabulating some 3,000 line 
items received daily and another 3,000 
representing orders released for ship- 
ment. 


Briefly, this is how the system 
operates: 
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sales data already stored on the mag- 
netic drum. By comparing informa- 
tion from the two sources — inven- 
tory in the warehouse and sales orders 
ready for processing — the system’s 
supervisor selects daily the orders 
scheduled for release or shipment. 

At any point in data or order proc- 
essing, the operator can “ask” the ma- 
chine a question by directing the com- 
puter to “read out” a complete style- 
color-size range of inventory on an 
indicator display board. This board 
provides a visual display of the exact 
status of inventory for any combina- 
tion of footwear. 


Insurance company automates 


A $1,500,000 contract for installa- 
tion of a Remington Rand Univac 
II large-scale electronic data-process- 
ing system has been announced by 
O. Kelley Anderson, president of the 
New England Mutual Life Insurance 
Company. 

It is planned that the system will 
consolidate large volume routine proc- 
essing of work for the Boston firm, 
including premium billing and ac- 
counting, dividend calculating and 
accounting, and policy valuation and 
commission payments. In premium 
billing, 13 different cards are elimin- 
ated for each policy and these data are 
placed on a single inch of tape. 

The Univac II system will handle 
as many as 12,000 premium notices 
an hour. Since more than 1,400,000 
of these notices are required every 
year on the basis of current total poli- 
cies in force, the need for electronic 
speed and self-checked accuracy is 
readily apparent, Mr. Anderson added. 

An employee training program is 
being established for operation of the 
system. 


Bank posting machines installed 

Designed primarily to prevent bank 
errors, the world’s first electronic bank 
posting machines were installed re- 
cently by The National Cash Regis- 
ter Company. 

Six of the machines were installed 
formally at the Passaic-Clifton (N. J.) 
National Bank and Trust Company. 
The new machine, called the Post- 
Tronic, could cut in half the time re- 
quired to post the nine billion checks 
handled annually in banks throughout 
the nation, NCR stated. 

President Stanley C. Allyn has de- 
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clared that NCR already has received 
more than $15,000,000 in orders from 
other banks throughout the country to 
install similar equipment. He added 
that the Post-Tronic could cut in halt 
the number of machines now required 
for bank posting, which has been 
called “the biggest single bookkeeping 
job in the world.” At Passaic-Clifton, 
six Post-Tronics will accomplish the 
work of 15 conventional-type posting 
machines, and will cut out more than 
75 per cent of the man hours required 
to locate and correct errors, he said. 

According to NCR, the machine 
electronically determines whether the 
correct account has been selected in 
posting checks and deposits. If a 
bank clerk chooses the wrong ledger 
card, the Post-Tronic automatically 
rejects the card and the operator can- 
not continue the posting operation. 
The machine “guarantees” that the 
old balance is picked up correctly, 
since the figure is controlled electron- 
ically from magnetic coatings on the 
back of the ledger card. 

Approximate cost of the new ma 
chine is $11,000. 


Univae planned for utilities firm 


Installation of a large-scale Univac 
electronic data _ processing 
from Remington Rand is planned 
for late summer or early fall by the 
Arizona Public Service Company. 

In announcing the installation, Wal- 
ter T. Lucking, president of the util- 
ities company, said his is the first such 
company to purchase the system as 
a general “tool of management.” 

“It is the plan of this company,” he 
continued, “to make full use of the 
system in all departments of our or- 
ganization. Routine clerical jobs will 
be accomplished faster and more eco- 
nomically. Statistical and engineering 
data now becomes economically feasi- 
ble. Management decisions can be 
made based on current, detailed in- 
formation.” 

Arizona Public Service studied the 
application of electronic methods to 
its problems with the assistance of a 
national organization and a scientific 
research group for more than 16 
months, he said. Mr. Lucking em- 
phasized that full conversion will not 
be completed until late 1957, because 
of extensive programs required for 
establishment of procedures. 


system 


Coming Events 
(From page 25) 


NRMC 4th Annual Conference on 
Records Management. New York, 
September 19-20. 

Sponsors: National Records Manage- 
ment Council, Inc.; Graduate School 
of Business Administration, New York 
University. Place: New York Univer- 
sity. 

NIGP 12th Annual Conference and 


Products Exhibit. Cincinnati, October 
6-9. 


Sponsor: National Institute of Govern- 
mental Purchasing, Inc. Place: Hotel 
Netherland Hilton. 


SPA International Systems Meeting. 
Los Angeles, October 7-9. 

Sponsor: Systems & Procedures Associ- 
ation of America. Place: Statler Hotel. 


NABAC Conference. Atlanta, October 
7-10. 

Sponsor: Natignal Association of Bank 
Auditors and Controllers. Place: At- 
lanta Biltmore Hotel. 


RSPA General Meeting. Chicago, Oc- 
tober 8-10. 

Sponsor: Railway Systems & Proce- 
dues Association. Place: Morrison 


Hotel. 


SAM Conference on Progress in Meas- 
urement of Management. October 24- 
25. 

Sponsor: Society for Advancement of 
Management, Inc. 


AICPA Annual Meeting. New Orleans, 
October 26-31. 

Sponsor: American Institute of Certi- 
fied Public Accountants (new name 
of the American Institute of Account- 
ants, as of June 1). Place: Roosevelt 
Hotel. 


National Business Show, New York, 
October 28-November 1. 

Sponsor: Office Executives Association 
of New York (New York Chapter of 
the National Office Management As- 
sociation). Place: New York Coli- 
seum. 


CIA Annual National Conference. 
White Sulphur Springs, W. Va., No- 
vember 1-4. 


Sponsor: Controllers Institute of Amer- 
ica. Place: Greenbrier Hotel. 


Electronic Business Syst Confer- 
ence. San Diego, November 7-8. 
Sponsor: Western Division, National 
Machine Accountants Association. 
Place: U. S. Grant Hotel. 
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Better Office 


A combination of free-standing movable Arnot PARTITION-ettes*} and 
modular furniture ... the OFFICE-ette is the ideal way to equip the 


modern office. The furniture and partitioning components tailor fit 
the work station to the worker and to the available floor space —most 


important, their unlimited flexibility allows for future changes. 


Arnot manufactures the industry’s most complete line of always-in- 
stock modular components, executive furniture, PARTITION-ettes 
and OFFICE-ettes—all available in steel and genuine Walnut. 


Be sure to see the complete Arnot line at your dealer today. 


Write for 

full-color brochure 
showcasing 

Arnot components 

and new booklet entitled 
“A New Way Of Life 

in The Office” 
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ARNOT-JAMESTOWN DIVISION 
Aetna Steel Products Corporation 
JAMESTOWN, NEW YORK 

OM 67 
Gentlemen: 


I'd like to know more about the Arnot furniture components 
and PARTITION-ettes and receive literature. 


Name Title 


Firm Name 


Address 


City Zone—— State 
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Steel— 
(From page 40) 
colors were exhibited. Apart from be- 


ing expensive to maintain, however, 
light flat colors for steel office furni- 


ture were not accepted immediately. 


Public taste, in short, had to be orien- 
tated to bright office decor, even 
though businessmen were attracted by 
use of color in their homes and their 
automobiles. Thus, extensive research 
was undertaken to break color monot- 
ony in offices and at the same time 
provide a working surface with just 


FREE, this helpful 
illustrated book, 
“How to Choose 
Office Chairs.” 


Aok Your Cromer Dealer 


enough contrast with work papers to 
be easy on the eyes and make day- 
long work less tiring. Today, a wide 
variety of color tones is available and, 
should an office desire grained finishes, 
facsimiles of mahogany and walnut 
and other finishes, which even catch 
the depth and warmth of the original 
wood, likewise may be obtained from 
manufacturers. A majority of these 
companies, however, now are attempt- 
ing to promote “pure” steel office fur- 
niture and shy away from “imitating” 
wood. 

The purchase of good equipment 


eZ 


1200-SERIES CHAIRS — 
MAKE IT A PLEASURE! 


These are no ordinary 
chairs. Instead of the 
hard, unwelcoming 
seats so often en- 


\ countered, Cramer 


\ 1200-Series Chairs are 
\ deep foam-cushioned 
\ on seat and back. In 

\ many models for every 

\ need; lightweight, 

\ well-braced aluminum 
side and arm chairs 

\. which may be joined 
in rows or stacked 
and easily-adjusted 
matching swivel 

\ chairs, all with attrac- 
\tive removable covers 
and all exceptionally 
low priced! 


CRAMER POSTURE CHAIR Co., INC 


1205 Charlotte, 


Kansas City G, Mo. 


often represents the first step in re- 
ducing office costs. Businessmen seem 
to realize that an important decision 
which the executive must make at 
the outset of office planning is the 
choice of “office tools” which contrib- 
ute to lower costs in the office of the 
users. And although the average cost 
of a metal desk may appear “high,” 
when compared with the cost of simi- 
lar equipment in another material, 
this initial expense is compensated for 
on a long term — an “investment” — 
basis, since there are virtually no up- 
keep costs whatever on metal furni- 
ture. Maintenance costs, too, are 
minor, and the rugged construction of 
this equipment automatically lessens 
wear and tear. 


Metal units will not burn 


Although it is maintained that “no 
office is fireproof,” insulated metal 
equipment, particularly in the file 
category, often withstands the heat 
from minor conflagration, thereby pro- 
tecting important records from de- 
struction. 

It is true that serious fire can de- 
stroy or considerably damage any type 
of office furniture, metal or wood. An 
important point to remember is that 
metal units do not add fuel to the fire 
once the flames have touched them, 
since metal, unlike wood, will not 
burn, 

Currently in vogue, largely because 
office space is expensive, are smaller- 
sized desks which accommodate more 
employees in a given area than ever be- 
fore. Thus, economical use of available 
working areas is maximized. One pop- 
ular secretarial desk is the 55-inch mod- 
el, a standard with one company, which 
contains the same drawer capacity 
and knee-room as the standard 60- 
inch model. This is possible, the com- 
pany states, because of the inclusion 
of a fold-away typewriter platform, 
sound-insulated and equipped with a 
heavy-duty vibration eliminator. It 
is worth noting that there is a trend 
toward sound-insulation of secretarial 
desks to lower the overall noise in 
office areas. Thus, although desks 
may be restricted in size, the comfort 
and efficiency of the employees are not 
sacrificed in the nationwide movement 
to “conserve space.” 

The importance, then, of steel fur- 
niture to modular office planning is 


(To page 78) 
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sutius kuein, President, Gas Appliance 
Manufacturers Association, and Presi- 
dent, Caloric Appliance Corp. 


TWO NATIONAL “31's” handle all General Accounting: Accounts Receivable, Accounts Payable, Sales 


Analysis, Tax Reporting, General Ledger, etc. 


— 4, i - 
MODERN PLanT of the CALORIC APPLIANCE CORP. in Topton, Pa., which has 
been producing top quality gas ranges for over 60 years. 


“Our @alional System 


saves us *26,000 a year... 
pays for itself every 12 months!” 


—Caloric Appliance Corp., Topton, Poa. 


“Our experience with National ma- 
chines has been extremely gratify- 
ing,” writes Julius Klein, President 
of the Caloric Appliance Corp., and 
an outstanding figure in the appliance 
industry. ‘‘Our National System 
saves us $26,000 a year in labor cost 
and tabulating rentals. 

“Two ‘Class 31’ accounting ma- 
chines handle all our General Ledger, 
Accounts Payable, Accounts Receiv- 
able, and miscellaneous accounting. 
This efficient combination of Na- 
tionals keeps all our records accurate 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


and up to date. Now, our monthly 
reports are always on time. 

“Our National System has brought 
about such improvement in the effi- 
ciency of our accounting that it pays 
for itself every 12 months. That is a 
record that speaks for itself!” 


Me. 
President, Gas Appliance 


Manufacturers Association; 
President, Caloric Appliance Corp. 


989 OFFICES IN 94 COUNTRIES 


JUNE 1957 


A National 142 is used for Payroll Writing and Labor 
Distribution. 


A modern National System can reduce 
operating costs and increase efficiency in 
your business operation, too. Your nearby 
National representative—a trained systems 
analyst—will gladly survey your needs and 
outline a National System tailor-made to 
your operation. He’s listed in the yellow 
pages of your phone book. 


* TRADE MARK REG. U.S. PAT. OFF. 
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ACCOUNTING MACHINES 
ADDING MACHINES » CASH REGISTERS 
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q Typing Sensimatic 

Burroughs Corp., 6071 Second Ave., 
Detroit 32, has added a line of ten 
Typing Sensimatic accounting ma- 
chines. The typewriter keyboard has 
42 keys. Models vary in number of 
registers (8 to 18), number of cross- 
footers (1 or 2), and carriage length 


(18 or 22 in.) (A-1) 


q Indexing for microfilm 

The two vertical lines seen on the 
screen of this microfilm reader pro- 
vide a means of locating material on 
the film roll. The lines can be ex- 
posed, during recording of docu- 
ments, in 99 different numerical posi- 
tions. This system, called Kodamatic 
Indexing, is a new feature of the 
Recordak Reliant Microfilmer, offered 
by Recordak Corp., 415 Madison Ave., 


New York. (A-2) 


New 
for the office 


q Automatic whiteprinter 

The Revolute Star is a new diazotype 
copying machine made by the Para- 
gon-Revolute Corp., 77 South Ave., 
Rochester 4, N. Y. It has a maximum 
speed of 45 feet of copy per minute, 
and it features automatic separation. 


(A-3) 


€ Microfilm camera 

This new 16 mm microfilm camera 
is of the flow type, and it is capable 
of copying both sides of documents 
simultaneously, or of photographing 
papers in two parallel tracks. It has 
an operating speed of about 125 feet 
a minute, Called the Documat PFA, 
it is made by Documat, Inc., Belmont, 
Mass., which also offers a matching 


microfilm reader. (A-4) 


A Fluorescent fixture 

The Quentin is a new product of 
the Fullerton Mfg. Co., Willard Rd., 
Norwalk, Conn. It features extreme 
shallowness and it may be either sur- 
face -or pendent mounted. In_ the 
latter case, an apertured top may be 
used. Two- and four-lamp models 
are offered in various lengths. (A-5) 


V Desk stapler 

The Vail Mfg. Co., goo E. 95 St., Chi- 
cago 19, is now offering the new 
Victor stapler in a variety of colors. 
One of its features is a visible load 
indicator, to show at all times the 
number of staples in the machine. 


(A-6) 


A New typewriter 

Underwood Corp., 1 Park Ave., New 
York, is marketing its newest stand- 
ard typewriter, the Touch-Master. 
Important changes in mechanical de- 
sign are intended to save the typist 
one quarter of the physical effort 
formerly required in manual typing. 


(A-7) 


If further information is desired, use Reader Inquiry Card on page 100. 
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A Automatic calculator 
Monroe Calculating Machine Co., 
Inc., Orange, N. J., offers the new 
88-N, featuring “selective automatic 
division” for dividing from the ac- 
cumulating dials, automatic dividend 
alignment, three-factor multiplication, 
and “memory” dials. (B-1) 


Vv Numbering machine 
The Roberts “88” can handie up to 
20 carbons at once. Nine interchange- 
able printing heads are available, in- 
cluding one for vertical numbering. 
The machine is available from The 
Heller Corp., joo Jamaica 


Brooklyn 8, N. Y. 


Ave., 


(B-2) 


q Colored typewriter 
New VisOmatic typewriters are avail- 
able in any of 21 different color com- 
binations, have visible and automatic 
margin setting, choice of 26 type 
styles. They are made by R. C. Allen 
Business Machines, — Inc., 


Rapids, Mich. 


Grand 


(B-3) 


A Dictation machine 


The Comptompter Commander mag- 
netic belt dictation machine features 
a warning buzzer that sounds when 
the recording head has not been 
lowered, and also ten seconds before 
the end of a belt. It is made by 
Comptometer Corp, (formerly Felt 
&« Tarrant Mfg. Co.), 1735 N. Paulina 
St., Chicago 22. (B-4) 


V Carbon ribbon 

Columbia Ribbon & Carbon Mig. Co., 
Inc., Glen Cove, N. Y., has  intro- 
duced Execu-Tape, available in black, 
green, blue, red, and brown for all 
types of carbon - paper - ribbon - using 
machines. A protective coating pre- 


(B-5) 


vents smudges. 


p» Automatic whiteprinter 

The Crusader is a new product of 
The C. F. Pease Co., 3969 N. Rock- 
well St., Chicago 18. Using the diazo 
process, it copies all kinds of material 
at a rate of 32 ft. a minute. Printing, 
copy separation, etc. are automatic. 


(B-6) 


A Selector Auto-typist 

The new Dual Selector Auto-typist 
Model No. 5660 types letters automat- 
ically from two record rolls, desired 
paragraphs being selected from the 
rolls by push button. The machine 
controls the operation of any standard 
electric typewriter, turning out letters 
at speeds to 150 words a minute. It 
is made by the American Automatic 
Typewriter Co., 2323 N. Pulaski Rd., 
Chicago 39. (B-7) 


V Tape recorder 

The “24” is a new magnetic tape 
recorder made by The SoundScriber 
Corp., 146 Munson St, New Haven 
4, Conn. Using the slow tape speed 
of 2% inches a minute, it can record 


continuously, unattended, for 24 


(B-8) 


hours. 


If further information is desired, use Reader Inquiry Card on page 100. 
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Vv Transparent plastic 

Sheet protectors of Mylar are thinner 
than other transparent films. The two 
piles here, containing the same num- 
ber of protectors, show the greater 
compactness of the new material, 
said to be lighter and stronger, Joshua 
Meier Co., Inc., 601 W. 26 St., New 
York. (C-1) 


q Blueprint filing system 

The GABS Vertical Filing System, 
designed for the efhicient indexing and 
filing of drawings, maps, charts, blue- 
prints, etc., permits storing up to 
2,000 40-by-60 in. items in one square 
yard, It is distributed in the VU. S. 
by GBF, Special Filing Systems of 
America, 51 E. 42 St.. New York. 


(C-2) 


Chair mat 
The Floor Show chair mat is made 
ot clear, transparent Plexiglas, to per- 
mit a view of the carpeting beneath. 
It is made in four styles and 24 sizes 
by Delta Products Div., Air Accessor- 
ies, Inc., P. O. Box 1440, Forth Worth, 
Tex. (C-3) 


V Water cooler 

Temprite Products Corp., P. O. Box 
72, Birmingham, Mich., has_ intro- 
duced the Model PA-3S, a pressure- 
bubbler unit with a 3 gallon-per-hour 
capacity, It features an automatic 
water pressure regulator, compact size, 


and light weight. (C-4) 


4 Card file unit 


Two new units of Rol-Dex record 
handling equipment have been an- 
nounced by Watson Mfg. Co., Inc., 
Jamestown, N. Y. Both use rolling 
card trays on separate levels to pro- 
vide compact and record 
storage. Card trays are removable and 
are made for V-type filing. (C-5) 


accessible 


A Desk accessories 

A new pattern and finish for desk 
announced — by 
Smith Metal Arts Co., Inc., 1721 Elm- 
wood Ave., Buffalo 7, N. Y. Called 
Tuscan Matte, it uses a new alloy of 


accessories has been 


aluminum as the basic material, and 
contrasts a soft matte surface with a 
highly polished Butler Silver finish. 
Desk pads, pen sets, clocks, calendars, 
letter trays, etc., are offered in this 


finish. (C-6) 


A Floor wax 

S. C. Johnson & Son, Inc., 1525 Howe 
St., Racine, Wis., offers Waxtra, a 
new water-emulsion floor 
signed for higher brightness, longer 


wax, de- 


wear, greater slip-retardant properties, 
and absence of streaking or smearing. 


(C-7) 


If further information is desired, use Reader Inquiry Card on page 100. 
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A Drapery design 
This Austrian hand printed linen 
is called Pageant. It is a new offering 
of Greeff Fabrics, Inc., 4 E. 53 St, 
New York 22, and is one of several 
(D-1) 


new designs for office use. 


V Bulletin board 

A bulletin board for the executive 
office has been introduced by Seiko 
of California, 6411 N. Figueroa St., 
Los Angeles 42. It is of solid hard- 
wood, with a surface of vinyl impreg- 


nated fabric. (D-2) 


If further information is desired, use Reader Inquiry Card on page 100. 
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V Colored glass walls 

These partitions use Colorspan safety 
glass, which is available in a wide 
range of opaque colors. The glass is 
supplied in stock sheet sizes and 
special cuts by Mondial United Corp., 
625 Madison Ave., New York. (D-3) 


A Folding table 

An extensive line of folding tables is 
now being marketed by Howe Fold- 
ing Furniture, Inc., 1 Park Ave., New 
York. The model shown has a For- 


mica top measuring 30 by 72 inches, 


with drop edge, and the legs are of 
tubular steel. The table chassis is of 


steel angle. (D-4) 


q Side chair 

Cramer Posture Chair Co., Inc., 1205 
Charlotte, Kansas City 6, has intro- 
duced a line of Challenger chairs in 
a wide choice of upholstery materials 
and colors. The covers are designed 
to be easy to remove and_ replace. 


Foam latex cushioning is used on the 


seat. (D-5) 


> Metal desk 

Fiber glass legs are now available for 
metal desks of the Streamliner series 
made by The Globe-Wernicke Co., 
Cincinnati 12. The legs are designed 
to be mar- and scuff-proof and to har- 


(D-6) 


monize with the desk color. 


A Typewriter stand 
As an attachment to desks in its line 
of metal office furniture, Peerless Steel 
Equipment Co., 6600 Hasbrook Ave., 
Philadelphia 11, has brought out a 
new Portable Typewriter Stand which 
can be attached in a matter of seconds 
to the top drawer of any desk pedestal 
without removing the drawer. (D-7) 


V Steel shelving 

A new system of shelving to permit 
easy adjustment and speed of assembly 
is featured by Standard Pressed Steel 
Co., Jenkintown, Pa., in its line of 
Hallowell Erectomatic steel shelving 


units. (D-8) 
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A Monthly Feature 


Tools of the Office 


Addressing, Collating, and Mailroom Equipment 


by Robert Beeman 


EGE OE SR: ca Pia aaagiesw 
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Today’s addressing equipment varies widely in size, uses a number of different 
methods. Top row: a hand-held spirit model and a small machine using metal 
plates. Second row: a machine that prints complete letters, with addresses, at 
one time, and a model using a special transfer principle. Third row: a unit 
employing an “electrostatic” printing method, and a large-volume machine for 
selective addressing using the spirit principle. Bottom: a machine for applying 
address labels to newspapers. (Pictures by courtesy of Heyer, Nettle, Addresso- 
graph-Multigraph (2), IBM, Scriptomatic, and Cheshire.) 
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Samples of modern addressing tech- 
niques: Top: “Press-on” spirit mas- 
ter patches permit statement address- 
ing directly from ledger or record 
ecards. Bottom: Stencils for address- 
ing shipping cartons are prepared on 
a typewriter controlled by a punched 
tape. (Pictures by courtesy of Master 
Addresser and Weber.) 


IN AN AGE in which new tech- 
niques in systems and communica- 
tions are constantly at war against the 
rising volume of paperwork, the mail- 
room has become a major battlefield. 
Rapid flow of mail is essential. When 
bottlenecks occur, all sides lose out. 
Attempts to improve the physical 
handling of mail are severely limited 
by the nature of mail itself. Relatively 
little can be done to reduce the size 
or weight of letters, packages, and 
other materials handled in the mail- 
room. And while the physical move 
ment of mail can be speeded in many 
cases by introducing one ferm or an- 
other of mechanization, strictly me- 
chanical measures have their limits. 
The obvious answer, thus, seems 
to be to try to reduce the volume of 
mail, an attempt which would seem, 
in this day of increasing paperwork, 
to be doomed from the start. 
Nevertheless, there is a distinction 
between the amount of communica- 
tion that goes on in modern business 
and the physical volume of mail 
needed to handle it. This fact results 
from the increasing use of commu- 
nications methods other than written 
and typed documents. 
While there is more communica- 
tion as such today than ever before, 


OFFICE MANAGEMENT 


B 


fc 


ye Sao Loe 7. Eten ~ ¢ 7 1? a “Ta . ) i>? ae _, i " — 
— PS 
x 3 the 
as ret Oe, gait aro de: 
" ; “ , 
es ; <a = 
ee 
: = dl 
ae 0, en th 
ad : “I, : 
jie ae ins 
re sa 4, ele 
; ee | —_ suc 
on a 
chs . ye - — : fac 
ae —— ~~ . oe 
ye eX u A . ty 2 the 
= oie Be : we 7 oe ' a 3 
ea ——— meee ra by 
Ne. | ' nee oe ie a inj 
eee ¥ aa ay ie eee | * sat 
* ‘ faa % ‘ ge ™ , a = SS ; E> / 2 m: 
i. i. ae : ‘i a es 8 be NG ™ ‘hs of ag Zz P eal 
ie . = ” cond . ” Pe ht OS : BaF : 
oie « | are, Ns £ m 
we ‘ = TR Re Ames R = 1 a rs ° 
be ~ . + 3 Px : 
pices a 4 ease A os cit 
ae > 
se an 
4: | * m. 
: a > a ail =. é: | ™ 
& pe Sian OFS Z = 4 'S mene du 
he 4 Pte: ey *. (se ie i Se isa. — + 3 4 | 
ee 4 as. 4 f Eee Sy : 
se ! eo 0 | aie , : ibe se. 
4 _ gs gr - 
: ee Be ‘ S. co 
Sy 4 ; Pi 
t 2 ou 
% ema y 
he . TN nace ee ee —< e “) Som e 
: Bo, ; M 
ba { ee See ; = To aS - mo In 
0 . Sere Tse — fo 
cc, eS ame & oF 's 
os ia 2 | sae Sl Begilas Fé e: ha ae A" ee % a ) ‘ | 5 
ae i . pagal tye ete ma Ls te : 7 
Sa a ‘* Bis isc mig % x. ~ co 
eae ‘9 ee Ss Kees Pe ie ea 
5 oe REE a eel i ' fo 
eRe —Srt—‘_it;~*# 3 = ch 
——_—" | 
a m 
| in 
; = er 
Bee oe) ac 
Bathe & be 
et % oo ‘ i%, ee Ke sige Big. ® Es es % 
7 : Td -. =A ~ pe me ee 4 es — ve 
Ree ey wots Te Be 95 ee alam g 
t if, aera eM Mie v4 
~ oa rt , ae z 
ts ; | age i ie, 
“ibe i. og Et mi | a 
ie -. i 
Be 
te 
a 
y 
ie 
ae ee J 
ny 
Dae 
Ae, 
as me Me iz en <n S a aa os o ee es et 4 : m™ } a , 
ap. i i | peas a i . aaa a nc 
~ oa a - 1 eS ere a , ny Se ee cee 


there are also improved methods of 
dealing with it. For example, intra- 
office communications formerly han- 
dled by sending letters or memoranda 
through the mails may be channeled 
instead through one of the various 
electronic forms of communication— 
such as teletypewriters, telephones, 
facsimile transmitters, “electronic 
longhand,” and so on. 

Attention to systems often reduces 
the volume of correspondence simply 
by reducing duplications — eliminat- 
ing unnecessary copies and unnecces- 
sary addressees, for example. 

And in other ways the volume of 
mailroom operations can often be cur- 
tailed by eliminating some of the in- 
dividual steps necessary to process the 
mail. Two notable examples may be 
cited: the use of window envelopes 
and the use of punched card postcards. 

Leslie H. Matthies, general chair- 
man of the 1957 International Systems 
Meeting of the Systems and Proce- 
dures Association of America, recent- 
ly estimated that if business could 
send as little as twenty per cent more 
of its mail in window envelopes, it 
could save as much as $282,000,000 
a year. He was referring to the obvi- 
ous fact that the use of window en- 
velopes eliminates one addressing op- 
eration for each mailed. Mr. 
Matthies noted that a secretary earn- 
ing $350 a month costs her employer 
four cents for each envelope typed. 

The problems | of 


item 


addressing, of 
fundamental 
for the existence of the addressing ma- 


course, are the reason 
chine. But, obviously, the addressing 
machine can save time only in mail- 
ings to contacted — often 
enough to warrant preparation of an 


addressees 


address plate or stencil. A vast num- 
ber of mailing pieces must be indi- 
vidually addressed. The window en- 
velope offers the advantage not only 


of reducing the addressing problem, 
but of completely eliminating the pos- 
sibility of sending mail in the wrong 
envelope. 

The use of punched card postcards, 
of course, generally implies the auto- 
matic addressing of the mail, and it 
also eliminates one of the headaches 
of the mailroom — inserting. Such 
postcards, of course, are practical only 
in companies in which other opera- 
tions are handled by punched card 
equipment. The obvious example is 
the use of this method by utility com- 
panies for billing. The mailing piece 
is one of the end products of an ac- 
counting process which would have 
to be conducted in any event, but it 
is produced automatically, and with 
a minimum of extra equipment. 

This systems approach not only re- 
duces the volume of certain mail 
processing operations — it often moves 
some of the remaining ones out of 
the mailroom altogether. 

In the mailroom itself, mechaniza- 
tion can be a great blessing. Postage 
metering machines, for instance, offer 
a great convenience even to small com- 


Below: Two simple methods of manual addressing. Left: A device for trans- 
ferring addresses from embossed metal plates. Right: A stencil-type hand stamp 
for addressing cartons. (Pictures by courtesy of Dashew and Multistamp.) 
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Collating equipment takes many 
forms. Left: a vertical model. Below: 
First, a rotary model for manual 
gathering of sheets. Second, a_bin- 
type unit with friction feed. Third, a 
high-volume machine with suction 
feed and spccial features. Fourth, a 
compact, high-speed unit with suc- 
tion feed. Fifth: a high-volume unit 
with stations on a wheel. (Pictures 
by courtesy of Mendes, Wadsworth, 
Thomas, Macey, Cummington, and 
Addressograph-Multigraph. ) 
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panies in simplifying the application 
of postage to mail, in cutting down 
the time required for mail to pass 
through the post office (which may 
mean that it can catch earlier trains), 
and in providing safe and convenient 
records of postage consumed. Ma- 
chines which gather, fold, and insert 
enclosures into envelopes have obvious 
advantages. Some of these may also 
have ipostage metering facilities and 
can stack the finished mail. 

Other examples of mechanization 
are indicated by the list of products 
in this section. Some of the equip- 
ment discussed, of course, may be 
located elsewhere than in the mail- 
room, for the needs of each company 
vary and permit or require different 
mail handling systems. 


For example, in a small company a 
receptionist may be able, with the 
help of an envelope opening machine, 
to open the morning mail at her 
desk before her other duties begin. 
Whether such a procedure would be 
feasible in another office would depend 
on, among other things, the time of 
mail delivery, the volume of the mail, 
the office hours, and the nature and 
timing of the _ receptionist’s 
duties. 

A folding operation might be per- 
formed in connection with a duplicat- 
ing operation, rather than in the mail- 
room. Certainly collating is often re- 
lated to duplicating, and collating 
equipment is included here as much 
for convenience as for any direct tie-in 
with the mail handling process. 


other 


Vow! AUTOMATIC MAIL INSERTING AT A PRICE 
* EVERY MASS MAILER CAN AFFORD.... 


FOR AS LITTLE AS $3,000.00, CUMMINGTON PROVIDES 
FAST, EASY, AUTOMATIC MAIL INSERTING 


MAILING COSTS ARE SHARPLY REDUCED AND OFFICE EFFICIENCY IS SUBSTAN- 
TIALLY INCREASED. Cummington’s automatic mail inserters gather from 1 to 6 
enclosures, and stuff, seal, count and stack envelopes. An automatic postage meter 


can be attached. 


CUMMINGTON MAIL INSERTERS HANDLE WIDEST VARIETY OF ENCLOSURES. There 
is no restriction on any field of Punched Cards. Three-quarter and full-length end 
folds and regular folds in a wide range of sizes are fed easily and efficiently 


into envelopes. 
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Addressing, too, may be performed 
far from the mailroom. In the case 
of punched card postcards, for in- 
stance, it becomes a billing function. 

In short, the category of mailroom 
equipment is loosely defined. The 
lists of manufacturers at the end of 
this section cover the following types 
of equipment: 

Addressing Equipment. The most 
familiar types of addressing equipment 
take addresses from embossed metai 
plates, stencils, or spirit masters. In 
the case of the last two types, the 
masters may be prepared in individu- 
al form or in strips or rolls. Many 
systems allow for coding in one form 
or another so that classes of addressees 
may be eliminated from master files 
for selective mailings. Some machines 
are capable of selecting addressees auto- 
matically. In other cases, the codes 
merely make it possible for the oper- 
ator to identify and eliminate individu- 
al addressees as she comes to them. 


New processes being used 


Among the newer processes being 
used in addressing are an adaptation 
of the photoelectric method known as 
facsimile, and of an “electrostatic” 
method in which an optical system 
focuses an address onto a label in 
such a way as to create an electric 
charge which attracts oppositely 
charged ink in the form of a spray. 
The latter method, which is akin to 
the xerographic copying process, is 
potentially capable of operating at 
speeds of thousands of lines a minute. 
(Some of the technical details of the 
facsimile and xerographic processes 
may be found on pages 103 and 106 
of the 1957 Yearbook Issue of Office 
Management.) 

Both of these methods, of course, 
are suitable for use in integrated data 
processing systems. In many cases the 
names and addresses themselves can 
be prepared automatically from such 
“common language” inputs as punched 
cards and punched tape. But no mat- 
ter how the address cards or tapes are 
prepared, the fact that the processes 
can actually “read” the printed ma- 
terial on them means that the address- 
ing equipment can be integrated into 
a system under automatic control. 

Similarly, embossed plates can be 
prepared automatically by the use of 
graphotypes controlled by punched 
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tape, and spirit masters and stencils 
may be created by one of the various 
forms of automatic typing. 

In some cases the addressing feature 
is actually only one part of a machine. 
For example, at least two companies 
are today offering machines which 
print complete letters, including date, 
letterhead, and signature, in addition 
to printing the address simultaneous- 
ly. It is possible to print several colors 
at one time. Thus the complete letter 
can be prepared and addressed in one 
run through the machine, starting 
with blank paper. 

In other cases, accounting functions 
may be incorporated into the ad- 
dressing. Some machines, for exam- 
ple, can punch and imprint cards, 
accumulate totals, and perform num- 
bering and sorting operations. 

At the other end of the scale, of 
course, are simple manual devices 
such as hand stamps used for address- 
ing cartons and packages, and hand- 
held addressing devices containing a 


Machines for opening and sealing 
envelopes range from simple manual 
types like the letter opener at top to 
high-speed electric models like the 
envelope sealer in the center. The 
manual model at bottom can perform 
both opening and sealing operations. 
(Pictures by courtesy of Wilson Jones, 
Commercial Controls, and  Pres-to- 
Line.) 
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spirit master roll holding the list of 
addresses. The variety of addressing 
equipment is enormous. 

Collators. Collating equipment is 
not, strictly speaking, a form of mail- 
room equipment; it is, in fact, often 
used in duplicating centers. However, 
some types of collating may be done 
in the mailroom, and for this reason 
the equipment is included here. 

The very simplest type of collating 
device is nothing more than a rack 
in which a number of stacks of pages 
may be placed in order to be gathered 
manually into sets. In a strict sense, 
this type of equipment may be more 
properly referred to as a gathering 
rack rather than as a collator, but it 
can accomplish a similar purpose. 

Some collators provide for placing 
stacks of pages in bins, from which 
they may be collated manually, a 
page from each bin, to make com- 
plete sets. By modifying this arrange- 
ment to provide a feeding mechanism 
from each bin, a relatively simple 
form of mechanical collator can be 
created. Some type of arm, moving 
in and out of each bin, takes the 
top sheet of the stack so that it may 
be gathered with sheets from the 
other bins. The series of arms so used 
are operated mechanically so that they 
are coordinated and may be controlled 
easily by the operator. Foot pedal con- 
trol is possible. While many collators 
of this type use manual power, elec- 
trical operation can be had in some 
cases, 

In other collators, the stacks are 
arranged in such a way that as the 
top sheets are removed they are 
gathered mechanically, as by riding 
on a moving belt. Many types of 
arrangements are possible. In some 
cases, the stacks are placed vertically, 
in others they are set in a horizontal 
sequence. Some collators carry the 
stacks in pockets mounted to rotate 
either vertically or horizontally. 

Friction feeds are used in some 
machines, while others use a suction 
type (vacuum) feed. The more ex- 
pensive machines offer a variety of 
safety devices to prevent misfeeding. 
Some machines measure the thickness 
of pages gathered from each stack, 
and should double loading occur, the 
machine stops and a warning signal 
is given. Some machines are equipped 
with photoelectric cells scanning each 
station in order to stop the machine 
should a blank page appear in a stack. 


Machines valuable in speeding mail- 
room work are represented here by 
a folding machine (top), an inserting 
machine (center), and a high-volume 
model combining inserting and mail- 
ing functions. (Pictures by courtesy 
of Pitney-Bowes (2) and Inserting & 
Mailing.) 


A variety of accessories may be had 
on the more complex machines. 
Among these are counters, folding, 
stitching, stapling, and offset stacking 
facilities. 

Folding and Inserting Equipment. 
Folding machines, available for either 
manual or electrical operation, can 
make a variety of standard folds. 
These folds are selected by making 
relatively simple adjustments on the 
machine. 

Inserting machines gather materials 
and insert them into envelopes. The 
simplest machines insert only one 
item, but larger machines may gather 
enclosures from a number of stations, 
inserting complete sets. 

Still more complicated machines 
fold the material, gather it, and insert 
it; im some cases, postage metering 
facilities are also included, as well as 
sealing and stacking features. Such 
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High Speed ADDRESSING 
from PUNCHED CARDS 


Publishers, direct mailers, associations, ad- 
dress directly from Scriptomatic card 
masters (IBM, Remington-Rand, Samas, 
etc.) to tape, wrappers, envelopes, book- 
Jets . . . from one machine . . . with these 
advantages: 

1 Low cost card masters 

2 Automatic in-filing and extraction 

3 Mechanized statistical audit: 


Write for File “Scriptomatic Methods.” 


SCRIPTOMATIC, Inc. 
316 North llth Street, Phila. 7, Pa. 


$-702 


You Get Things Done With 
Boardmaster Visual Control 


vy Gives Graphic Picture of Your Operations 
—Spotlighted by Color 

vv Facts at a glance—Saves Time, Saves 
Money, Prevents Errors 

vz Simple to operate—Type or Write on 
Cards, Snap in Grooves 

vz Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

vy Made of Metal. Compact and Attractive. 
Over 150,000 in Use 


Complete price $4950 including cards 
24-PAGE BOOKLET NO. G-300 


FREE Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd Street, New York 36, N. Y. 


54 For More Information From Advertisers Use 


machines can carry out the complete 
mailing operation once the original 
material has been prepared and ad- 
dressed. 

Envelope Opening and Sealing Ma- 
chines. 
usually operate by the simple process 
of trimming a small edge off one 
side of the envelope. Such machines 
may be operated manually; electric 
models, however, are common, and 
these can open a tremendous number 
of envelopes in a short time. Usually 
the amount of material trimmed off 
can be regulated by a simple adjust- 
ment to the machine. In order to 
avoid cutting into material contained 
in the envelopes, a jogging device 
can be used to shake all material to 
the bottom of the envelopes. 

Sealing equipment can be very sim- 


ple, providing simply for moistening 


the envelope flap and moving the en- 
velope between rollers to press it 
closed. Some machines can apply post- 
age stamps. More elaborate machines 
are electrically operated, and sealing 
features may be found in complicated 
equipment which prints postage and 
performs other mailing functions. 

Postage Metering Machines. Postage 
metering equipment prints postage di- 
rectly onto envelopes or onto postage 
labels or strips for affixing to mailing 
pieces. Since the postage so printed 
is equivalent to U:°S. Government 
stamps of the same value, its use is 
controlled by strict Governmental reg- 
ulations. 

Postage is purchased in advance at 
the post office, the amount paid for 
being set into a locked meter in the 
machine. (To facilitate purchasing, 
the meters in all but the smallest 
machines are made detachable for 
convenience in taking them to the 
post office.) As postage is printed, its 
value is subtracted from the amount 
in the meter. 

In addition to printing postage, such 
machines print a dated postmark and, 
if desired, some form of postmark 
advertising. 

The smallest machines are hand op- 
erated and may be used economically 
by small offices. Larger machines may 
be equipped with automatic loading 
features, and postage metering facil- 
ities may be included in machines 
which fold, gather, insert, seal, and 
stack mail in one operation. 

Postage Stamp Affixing Machines. 
Most machines in this category are 


Readers’ Inquiry Coupon on Last Page 


Envelope opening machines’ 


Tools of the Office 


small and designed to apply ordinary 
postage stamps directly to mailing 
pieces. Such equipment is helpful to 
companies not provided with postage 
metering machines. However, some 
large labeling machines and other 
mailing equipment may be equipped 
with accessory facilities for afhxing 
stamps. 

Postal Scales. Scales differ from each 
other in a number of ways. One obvi- 
ous difference is in size, for they 
range from small letter scales to mod- 
els for weighing large parcel post 
packages. Quality of workmanship 
varies, too, affecting the accuracy of 
the scale — a matter worth taking 
into account, since a reading too high 
results in umnecessary postage ex- 
pense, while a reading too low may 
cause letters to be delivered with post- 
age due — a circumstance that creates 
annoyance and bad public relations. 

Scales differ also in the method 
used for weighing. Some use springs 
in various arrangements, while others 
use the principle of gravity through a 
method of balancing. 

Indicators vary in arrangement and 
type of information carried, as well 
as in legibility. One feature designed 
to protect against reading the wrong 
scale inadvertently is the so called 
“gun sight” indicator, by which only 
the desired portion of the indicator 
scale is exposed to view at a time. 

Sorting Devices. A popular type of 
mail sorting device is the large case or 
table equipped with bins or racks for 
different classes of addressees. In some 
cases, the equipment is large and may 
be custom built. At the other end of 
the scale are simple desk-top racks, 
some of them consisting of flat boards 
with hinged dividers, for handling 
small volumes. This type of equip- 
ment is often designed for use in 
accounting and other departments, 
and some of it is made in sizes for 
checks and other matter not of letter 
size. However, since some of it has 
mailroom applications, it is listed here 
in cases in which manufacturers state 
their sorters are so used. 

Furniture and Miscellaneous Equip- 
ment. This category includes some 
types of tables and cabinets used in 
the handling of mail, and such mis- 
cellaneous items as mail bags, mail bag 
holders, mail carts, gummed tape dis- 
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MACEY COLLATOR: 


automation that pays for itself! 


The Macey Collator stacks up quite a convincing 
argument for automatic sheet gathering ! One oper- 
ator and an 8-station Macey collated all the sheets 
on the right in an 8-hour day at average running 
speeds of 24,000 sheets per hour. Trained girl on 
the left manually collated her day’s production at 
steady average speeds, too, but then she has only 
two hands! 

Fast? Efficient? You bet! Sound investment? 
Macey Collators have paid for themselves in as 
little as 74% months*. Helps with the personnel 
problem, too, by freeing trained employees from 
the drudgery of hand collating for other jobs. 


Versatile, fast changeover accommodates every- 
thing from onionskin to 4%” cardboard. Automatic 


detectors insure 100% accurate sets. Your choice of 
16 models, handling sheet sizes from 2x 5” to 14x 24”. 


See the Macey in action soon! Call your 
nearby Harris-Seybold sales repre- 

sentative or write Harris-Seybold, 

4510 E. 71st St., Cleveland 5, Ohio. ° 


*Send for free Case History Folder of detailed facts ' 
/ 
and figures on representative Collator installations. ( 


MACEY COLLATORS 


Harris Presses « Seybold Cutters + Harris Litho-Chemicals 
Special Products + Cottrell Presses + Platemaking Equipment 
Macey Collators 


HARRIS 
SEYBOLD 
COMPANY 
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Machines to speed the application of 
postage include simple devices for 
affixing Government postage stamps 
(top), small postage meters (center), 
and larger postage machines (bot- 
tom) that print postage on labels for 
affixing to mailing pieces. (Pictures 
by courtesy of Office Accessories, 
Pitney-Bowes, and National Cash 
Register.) 


pensers, etc. It is not possible to make 
such a listing complete, but many of 
the major items of interest are includ- 
ed here. 

The following lists cover the major 
manufacturers of items in their respec- 
tive categories. ' 


Addressing and Labeling 
Machines 


A. M. F. Systems, Inc., 3026 Frank- 
lin Blvd., Chicago. No information 
available at press time on current 
products. 

Addressograph -Multigraph Corp., 
1200 Babbitt Rd., Cleveland 17. The 
extensive Addressograph line includes 


Postal scales vary in design, capacity, 
method of weighing, and type of in- 
dicator, among other characteristics. 
Typical are models at right. (Pictures 
by courtesy of B-T, Detecto, Toledo 
Scale. and Chatillon.) 


32 basic models. Most use embossed 
metal plates, some use an electronic 
scanning principle. Addressing facil- 
ities can be combined with various 
accounting functions, and some ma- 
chines can print complete letters, in- 
cluding signature, at one time. Op- 
erating speeds up to 14,000 an hour. 
Manual and electric models available. 
Also some equipment using a special 
transfer principle. (See also: Eastman 
Kodak Co.) 

Adrema-Werke G. M. B. H., Berlin 
NW 87, West Germany. (U. S. Rep- 
resentative: Efficiency Machnes Corp., 
87 Transverse Rd., Garden City, 
N. Y.) The Adrema Letter Writer 
and Office Printing Machine was in- 
troduced into this country at last Oc- 
tober’s National Business Show. It is 
a machine which prints complete let- 
ters, including letterheads, signatures, 
etc., in as many as six colors at one 
printing, with date and text printed in 
typewriter facsimile through a ribbon 
and address printed from embossed 
plates. Automatic plate selection is 
a feature. 

Alden Systems Co., Alden Research 
Center, Westboro, Mass. No informa- 
tion available at press time on current 
products. 

Cheshire, Inc., 1644 N. Honore St., 
Chicago 22. Line of labeling machines 
for attaching pre-addressed labels to 
mail of sizes from postcards to news- 
papers and catalogs. Equipment is 
custom built, is semi- or fully auto- 
matic. Prices: from $3,000 to $16,500. 
Some models can also affix postage 
stamps. 

Dashew Business Machines, Inc., 
5886 Smiley Drive, Culver City, Calif. 
Datatyper is a special machine using 
metal plates; it is electrically powered 
and is priced at $1,140. Datawriter 
line includes 16 manual models using 
embossed metal plates; iprice range, 
$11.71 to $81.04. Auxiliary data, such 
as amounts, quantities, requisition 
numbers, etc., can be dialed into Data- 
writers and printed simultaneously 
with other data. Databosser line in- 
cludes models for embossing metal 
plates automatically, using inputs from 
punched cards or punched tapes. 


OFFICE MANAGEMENT 


yo nae E- we 
oe 
* 1 Pag 
ES iaae, 
Pre,’ ae 
3 4 |: 
eh 
ot aa os > 
a a ‘ ' J 9 Mal ' —SS— 
aie if ss y Sl > ——_ ae 
er L rf cz pe 
Tena: : * S$ 7 A Ji . i vi \ 
“8, : Gre, “a ‘ ~ ~ i 
ae L . “et & sacl’ 2 
"eal oh ° a .¢ os a 
eo Ss i 57 we & Se 
— ¥ ail Aa - “ ie i 
ae - ¥ aa yy. s .. , pat 
a Pe ‘ @ — (= \v _ 
rs en q C2 i ———— vores e 
a Be. a = = “ Be gs ‘ 7 . 
eee “ ee CME A ‘ 1 
yg Ue i: x a 
WEP - ne Ree 12 2 “i? 
é ae ree ais 
“ eg Se 4 Sete * 
ie e ? a Bis ae SS» > % $ ¥% F 
a iy F ff, se ae ire 4 \e . 
2 ee: ee e a 6 ¢ 4 ” 
a oe Stee. ~~ . ai eae 
aie * Dice ag ed "i % ete Be a? 43 wo 
Ted ts , ee ‘& oO ee ay ete 
io a oh 8 ies Rabe 
Weis _ . ¥ oe Rie @ A 
Cer . % er aaa EA [Oa ‘N “ee RTs pete 
: ~ “S59 ‘ ae io ie 7 ae 
eae 74 se qi 2 ae s { or. rpg watt? 
Pigs. 7 4 A Ae o. » oe ae 
Enea z. io . Dd CG | 
ee che ; te 3 ‘oan i 
ae =< <a 
ah ra 2 " i 
a = = ; 
i oa , , is 
of - es Ce | 
ee oe ie ; | = 
ay “ay i ie : oe ae 
Ft. ‘ era o-<ooneioneehemanay * e x ist a sine ee 
* a | ee. Se 
* : elitenat a? 
S a er a a 
a Z : g ae eae fA. 
me: yes i eo: 2 ee eS | . aad 
RS oey “ i ee : 
ie ae ee oe | - 
Be Te ii 4 > 
Se j j 
‘ 7 # 
; ie 
Cae «Se 
| he , 
Sy eet 
hess iit | s 
eh p Boiss « 
| erie, 
ee ee 
: aos fo 
=A . ie ee ise a 
Uy ae : 
“SSS ae 
> aes 
et i, &ra 4 ’ 
ee ‘ig ~ Fae 4 
oS es = aa gone): 
es Se d 
yt ae - eae 
emery ee 
Rete ; “4a 
ro pS 
; * 
Sa Se . 4 ee 
hes ee i ee oe 
Wr. ia z a Soe. 
re a ; 
a ae ae i 
wee a 
Be a 56 
ae “Cie 
Le Nang ere : 
= > 2 ee | ie ae a. a! 
= a ee = re ve : — ad yt i Bn ee tt Pas ‘oR eae a ~ F 
: "* ~~ b AS | — a > a oe 7 ae) a NG a a veg rt 5 ae ed "2 a - =_ > _ Lis oe a, = 
a gel ie ts é a oe each ae ima 


ss 


NT 


Some of the possible variety in sort- 
ing equipment is indicated by the 
Pictures in this column. (Photo- 
graphs by courtesy of Amberg, Sorter- 
Graf, Associated Industrial Designers, 
Hartman, and Le Febure, respectively, 
from top to bottom.) 
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The Dick Mailer Co. 137 W. Tup- 
per St., Buffalo 1, N. Y. The Dick 
Mailer is a labeling machine using 
pre-addressed labels in roll or pack 
form. It can be used with mailing 
pieces of various sizes. 

Du Prints, Inc., 1502 S. Main St., 
Los Angeles 15, Line of four Rena 
addressing machines using the spirit 
duplicating process to print names and 
addresses from individual masters in 
plastic frames. Smallest model is hand 
held Addressette, priced at $22.50. 
Largest is electric model with selection 
features, endless feed, etc., priced at 
$2,999.50. 

Eastman Kodak Co., 343 State St., 
Rochester 4, N. Y. Eastman has man- 
ufactured an electronic data processing 
system, in conjunction with Addresso- 
graph-Multigraph Corp., which uses 
punched card inputs, and, after con- 
version of data to magnetic tape, 
prints out four-line addresses at speeds 
up to 45,000 an hour. 

The Elliott Addressing Machine 
Co., 143 Albany St., Cambridge 39, 
Mass. Extensive line of machines using 
address stencils which can be pre- 
pared by typewriter. Some machines 
are manual, some electric, with speeds 
from 500 to about 12,000 an hour. 
Selective mailing, sensing and compar- 
ing mechanisms, punch coding of 
address cards, simultaneous printing, 
perforating, and addressing, and other 
features are available. 

Friden Calculating Machine Co., 
Inc., 2350 Washington Ave., San 
Leandro, Calif. Friden’s tape-con- 
trolled electric typewriters, while not 
primarily addressing machines, are 
capable of preparing addressed ma- 
terial automatically from punched 
paper tape inputs. 

The Heyer Corp., 1850 S. Kostner 
Ave., Chicago 23. The Portable Ad- 
dresser is a small hand-held device 
printing from spirit master rolls. The 
roll is advanced by turning a knob. 
Operating speed is estimated at about 
700 to 750 an hour. This unit is 
priced at about $11. 


Other items useful in the mailroom 
include perforating machines for re- 
ceipting mail, time stamps, mail bags 
and racks, and vault trucks for mov- 
ing heavy pieces of mail and other 
material. (Pictures by courtesy of 
Cummins-Chicago, Stromberg Time, 
Federal Equipment, and _ Toledo 
Metal, respectively, from top to bot- 
tom in column at right.) 


International Business | Machines 
Corp., 590 Madison Ave., New York 
22. IBM’s Model 939 Electrostatic Ad- 
dress Label Printer operates on a 
xerographic principle to print labels 
at speeds to 500 labels a minute. The 
machine takes addresses from IBM 
cards. 

Krengel Mfg. Co., Inc., 227 Fulton 
St., New York 7. While information 
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x ‘ sy Check your mail scale 
-with the Silver Dollar Test! 


© How? Place a silver dollar on your postal 

scale. It should weigh 4 ounce. If it reads an 

even ounce or more, you are wasting postage 

in too many instances! If markedly /ess than 

an even ounce, your mail too often arrives 

“Postage Due,” with needless delays and 

annoyance to the recipients! 

© A dependable Pitney-Bowes mail scale instantly 

tells you how much postage is needed, 

for any class of mail, or parcel post. 

@ Six models available, 

including this “4900.” 

ow Call the nearest Pitney- 

a ™ Bowes office for a 

ce ee baat = =. “Silver Dollar Test” on 
— Ci —— your mail scale or write 

for free illustrated 

booklet. 


WP ry 


FREE: Send for a handy desk or wail 
chart of Postal Rates, with parcel 
post map and zone finder. 


© 


PITNEY-BOWES (rs) Mailing Scales 


oaatingll 
Pitney-Bowes, Inc., 2990 Walnut St., Stamford, Conn. 
Made by the originators of the postage meter 
...offices in 101 cities in U. S. and Canada. 
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%* TOP MANAGEMENT 
% CONTROLLERS AND ACCOUNTANTS 
% SYSTEMS EXECUTIVES AND ENGINEERS 


YOU are always in the market for new ideas in systems, 
procedures and industrial management techniques... 


Here is YOUR opportunity to use these increasingly important 
business tools... 


Return the coupon to us and we will send you, without obli- 
3 gation, informative literature and bulletins about the 1957 
a International Systems Meeting to be held in Los Angeles, 
a lat October 7, 8 and 9... 


A 


1957 INTERNATIONAL SYSTEMS MEETING 


Ror. 629 SOUTH HILL STREET * LOS ANGELES 14 ¢ TRINITY 3331 
a NAME (Please Type) 
or Print 
; FIRM 
‘ ADDRESS 
ae ae CITY & STATE 
ae Sa | 
4 
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on current products was not available 
at press time, Krengel has manufac- 
tured a line of marking devices in- 
cluding a rotary coder for automatic- 
ally printing names, dates, codes, etc. 
on boxes, cartons, étc. It uses the 
relief printing principle, accepting rub- 
ber type or dies, which can easily be 
set by hand. 

Master Addresser Co., 6500 W. 
Lake St.,~Minneapolis 26. Line of 
manual and foot-operated equipment 
using the spirit duplicating principle 
to print names and addresses from in- 
dividual masters, from masters in tape 
form, or from address “patches” 
attached to bookkeeping records. 

The Multistamp Co., 527 W. 21 St., 
Norfolk 10, Va. Line of small manu- 
ally operated addressing units using 
the spirit duplicating principle. Used 
primarily for labeling cartons, etc. 

National Address Plate Co., 4615-23 
W. Huron St., Chicago. No informa- 
tion available at press time on current 
products. 

Nettle Mfg. Co., 27 Huntington 
Ave., Boston 16. A-dress-R_ line 
consists of several small manually 
operated models printing from metal 
plates through a ribbon. Available fea- 
tures include automatic change of 
plates and selective addressing. Op- 
erating speeds to 1,000 an hour. 

Rex-Rotary Distributing Corp., 387 
Fourth Ave., New York 16. Listax 
line includes manual, electric, and 
foot-operated models using metal 
plates. Operating speeds to 3,000 an 
hour. Available features include form 
lister, dater, tag holder, and copy 
counter. 

S & M Distributing Co., 3875 Gar- 
land St., Wheat Ridge, Col. Zip-O- 
Riter is small hand-held device for 
transferring addresses from cards or 
strips. The spirit duplicating principle 
is used. Envelopes, labels, packages, 
crates, etc., can be addressed directly 
from the cards. 

Seriptomatic, Inc., 300-316 N. 11 
St., Philadelphia 7. Scriptomatic line 
operates on the spirit duplicating 
principle. Large models are designed 
for high-volume work. Masters may 
be in the form of tabulating and other 
types of cards and in continuous, fan- 
fold form. Addresses may be printed 
directly on mailing pieces or onto tapes 
of various widths. Available features 
include selective addressing, tape lister, 
suction feed, etc, Operating speeds 
to 7,200 an hour. 
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Who quotes letters 


any more ? 


No need to dictate paragraphs quot- 
ing from letters, reports, news articles 
—to dictate the same text over and 
over again in separate memos to key 
men. 

So much easier to jot your com- 
ments on the original—like “Joe, note 
this”; “Bill, check this’—and send 


Price quoted subject 
to change 
without notice. 


ae el ee 


Verifax copies to all concerned. 
(Your secretary can whisk out 5 of 
these errorfree copies in 1 minute for 
242¢ each.) 

Lots of other short cuts. You'll an- 
swer half your mail without dictation 
and typing—save ten minutes here, 
ten minutes there . . . all day long. 
Safe to say yoyr Verifax Copier will 
pay for itself the first month in sav- 
ings in dictation and typing, alone. 


Yerifax Copying 


DOES MORE... COSTS LESS... MISSES NOTHING 


343 State Street, Rochester 4, N. Y. 


Gentlemen: Please send free copy of Don Herold’s 
new booklet “How I Learned the Verifax of Life.” 72-6 


MAIL COUPON TODAY =| 
EASTMAN KODAK COMPANY, Business Photo Methods Division 


AGE-OLD PRACTICE REPLACED BY VERIFAX COPYING IN THOUSANDS OF OFFICES 


Free . . . new Don Herold booklet. 
Famous cartoonist-humorist offers a 
painless treatise on latest office tech- 
niques—has smiles and work-saving tips 
for you and your secretary on every 
page. How to answer mail without dic- 
tation and typing * How to do“all-day” re- 
typing jobs in 20 minutes * How to make 
an offset master in 1 minute—Don goes 
on and on. Mail coupon. Or phone nearest 
Verifax dealer listed in “yellow pages” 
under “Photocopying Equipment.” 


ONLY $148... Kodak’s new Verifax es Position 
Signet Copier makes 5 copies in 1 min- 
ute for just 24%¢ each. Even one-man Company 
offices report saving its cost the very 
hh! Thousands i = Street 
first month! Thousands in use. Pays to 
have one in every department. City State 
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United Equipment Co., 1101 Lee 
Highway, Arlington, Va. No informa- 
tion available at press time on current 
products, 


Visirecord, Inc., Copiague, L. 1. 
N. Y. Small manual devices using 
Ge the spirit duplicating principle. 
*, ie. Weber Marking Systems, Div. of 
“a * 


Weber Addressing Machine Co., Inc., 
215 E. Prospect Ave., Mt. Prospect, Ill. 
Line includes manual and electric 
models using the stencil duplicating 
principle. Stencils may be prepared in 
continuous, marginally punched form. 
Stencils for use in addressing shipping 
cartons, labels, and tags, can be pre- 
pared as part of an_ order-invoice 
writing procedure. 

Chauncey Wing’s Sons, 78 Pierce 
St., Greenfield, Mass. Wing Mailer is 
used to apply address labels in roll 
; form to flat mailing pieces at rates 
13 up to 3,000 an hour. Price range: $40 


to $85. 


NE es -  ) eile at 
gt 


Bie. Collators 


ee Addressograph -Multigraph Corp., 

-e 1200 Babbitt Rd., Cleveland 17. Accra- 
3 Feed collator has 50 stations, is elec- 
’ trically powered, has suction feed, 


Tools of the Office 


operating speeds to 6,000 sheets an 
hour. Price: $6,000. 


Associated Industrial Designers, 
3726 Effingham Pl., Los Angeles 39. 
Col-A-Tron desk-top racks suitable for 
manual collating. Models range in 
size from 24 to 100 divisions. Also 
"Lazy Susan” and pedestal-type rotar- 
ies. Price range: $38.50 to $241.50. 


Collamatic, Wayne, N. J]. Line of 
Golden Automatic electric collators 
with from six to twelve stations, fric- 
tion feed, operating speeds to 36 sets 
a minute. Available features include 
gathering, jogging, stapling, counting, 
and measuring facilities. Price range: 
$2,000 to $5,000. 


Cummington Corp., 620 Common- 
wealth Ave., Boston 15. Collators with 
eight stations, vacuum fed, electrically 
powered, with operating speeds to 
10,000 sheets an hour. Paper feed is 
self adjusting as to height, and sheets 
can be loaded without stopping the 
machine. 


Didde-Glaser, Inc., 
W. Twelfth Ave., Emporia, 


50 Hi-Way and 
Kans. 


Four Speed-Klect models, electrically 
operated, with from three to seven 
stations. Vacuum feed is used. Operat- 
ing speed: to 5,000 sets an hour. 
Some models are equipped to glue 
paper, one-time carbon, and NCR 
paper into business forms. Price range: 
$8,750 to $15,000. 

Evans Specialty Co., Inc., 1800 E. 
Grace St., Richmond 23, Va. Line of 
Evans Gathering Racks, with from 
six to eighteen stations, for manual 
collating. Price range: $10 to $25. 

General Photo Products Co., Inc., 
15 Summit Ave., Chatham, N. |. 
Manual copy collator, intended pri- 
marily for use in organizing multiple 
copy photocopying operations. 

Graphic Arts Development Co., 
3812 W. 150 St., Cleveland 11. No 
information available at press time on 
current products. 

Harris-Seybold Co., 4510 E. 71 St., 
Cleveland 5. Four Macey collators, 
electrically powered, with from four 
to sixteen stations. Vacuum feed is 
used. Operating speeds to 4,000 sets 
an hour. Features available include 
jogging, counting, stapling, and stack- 
ing. Price range: $4,200 to $20,000. 


DESTROY OLB FILES, VITAL 
RECORDS, CONFIDENTIAL PAPERS 


KEEP nopdasilied lili! | 


The 


FINGERTIP 


SORTKWIK_ 
Original 


PREPARATION \¥ ) 
TO HANDLE “PAPERS FASTER! 


Made of highest quality cosmetic ingredients. 
Cannot irritate skin. 
try it, they'll never be without it. 


Once your customers 


Write for FULL information 
LEE PRODUCTS CO. 


SAFE, SELF-FEEDING . PORTABLE! 


THE ONLY OFFICE PAPER SHREDDER that destroys con- 
fidential papers safely because it's self-feeding! No sticking 
or jamming. Your secretary simply loads the machine, turns 
it on, and the papers are fed in—automatically and safely! 
Attractive gray hammertone finish. Neat, 
quiet, clean. 10-day free trial on any size 
shredder. Write today for literature de- 
‘scribing the only complete line of paper 
shredders in the world! 


INDUSTRIA SHREDDER 201 miu sr. 
ind utter Vommpaniy SALEM, OHIO 
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2736 Lyndale Ave. So. . 


Minneapolis 8, Minn. 


“ue UNITED wax 
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: HERE'S HOW... 


Hooker Electrochemical processes orders faster - 


The company’s previous order-writing sys- 
tem involved much repetitive writing. This 
. was corrected in a new automated system 
. that also saves time and errors, processes 
le orders faster and produces statistical reports 
more efficiently. 


> 
— 
emp er 


Jo The Flexowriter starts the chain of auto- 
” mated procedures. The input is fed into it: 
constant information from the customer’s 
master tape and variable information from 
or the salesman’s order. The output shows in 
is Moore forms and in by-product tapes that 
activate punching or writing machines. 


A Moore 10-part Order and a 5-part In- 
voice were designed to make the system 
dovetail, and copies carry information or 
instructions to every location needed. A 
statistical tape, containing selective infor- 
mation, prepares punched cards and, from 
these, monthly and yearly reports and spe- 
cial analyses are run off. 


The Moore man, using Moore facilities, 
helped Hooker with scientific design and 
manufacture of forms to fit the system of 
Automated Data Processing. 


If you would 
like to read 
the details in 
this booklet, 
write on your 
Company 
letterhead to 
the nearest 
Moore office 
below. 


MOORE BUSINESS FORMS 


Inc 
NIAGARA FALLS, N.Y. * DENTON, TEX. * EMERYVILLE, CALIF. 


Since 1882 the world’s largest manufacturer of business forms and systems. Over 300 4 
offices and factories across U.S., Canada, Mexico, Caribbean and Central America. 
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Now! 4-second copying 
_ speed at a new low cost! 


Copies business facts and figures as fast 
as you Say, “No chemicals or negatives.” 


All-new and All-Electric! This modern, newly styled 
THERMO-FAX “'Secretary’’ Copying Machine gives you 
copies of letters, statements, orders, invoices and other 
business data right when you need them. You make copies 
in 4 quick seconds for as little as 
5¢ each. All-Electric machine 
pea 4 eliminates chemicals, negatives 
~~ and special installations. And 
now you get all these exclusive 

IN advantages of the only dry proc- 
ess copy maker for just $299.00*. 
Send coupon below for details. 


® 
aie, ermo-rax 

‘ - a eeamo 

ely; COPYING PRODUCTS 
‘ . in 4 second 

a Or *Sugeested retail price. 

in Xe Theterms THERMO-FAX and SECRETARY are trademarks of Minnesota Mining & Mfg.Co., St.Paul 
il : *enmmece. 6, Minn. Gen. Export: 99 Park Ave, New York 16, N.Y. In Canada: P. 0. Box 757, London, Ont. 


r------------- ee cae ee oe eee 


4 
ee, | Minnesota Mining & Manufacturing Company | 
. | Dept. ‘ii-57, St. Paul 6, Minnesota | 
rs | Send full details on the cost-cutting new THERMO-FAX “Secretary” | 
‘4 Copying Machine. 
| Name | 
| Company | 
Address 
| City Zone State | 
ee | 
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Tools of the Office 
(Continued) 


Johnson Research Corp., Bethpage, 
L. 1., N. Y. No information available 
at press time on current models. 

The Macey Co., Subsidiary of 
Harris-Seybold Co., 5350 W. 130 St., 
Cleveland 30. Four Macey collators, 
electrically powered, with from four 
to sixteen stations. Vacuum feed is 
used. Operating speeds to 4,000 sets 
an hour. Features available include 
jogging, counting, stapling, and stack- 
ing. Equipment is distributed by 
Harris-‘Seybold Co. and by Pitney- 
Bowes, Inc. 

]. Curry Mendes Corp. 1 Curry 
Lane, Canton, Mass. Line of JCM 
vertical collators, electrically powered, 
with from four to eight stations. Op- 
erating speeds to 4,000 sets an hour. 
Available accessories allow for  stitch- 
ing (single or double) and_ folding 
stitched sets to make booklets. 

Pitney-Bowes, Inc., Walnut & Pa- 
cific Sts., Stamford, Conn.  Pitney- 
Bowes distributes the Macey collator. 
(See description under The Macey 
Co.) 

Thomas Collators, Inc., 530 Church 
St., New York 7. Line includes eleven 
collators of the bin type, with from 
eight to 32 stations and friction feed. 
Operating speeds to 10,000 sheets an 
hour. Electric and manual models 
offered. Features include simultaneous 
finger lift, adjustable stroke. Price 
range: $215 to $950. 

Wadsworth Mfg. Co., 930 Broad 
St., Wadsworth, Ohio. Three CADM 
electric collators with from 20 to 120 
or more stations, and operating speeds 
from 7,000 to 50,000 sheets an hour. 
Stations are carried on large disk-like 
structure rotating around a_ vertical 
axis. Prices: from $475 up. 


Envelope Opening and 
Sealing Machines 

Better Packages, Inc., 252 Canal St., 
Shelton, Conn. Two manual Super 
envelope sealers, priced at $4.15 and 
$4.35. 

The Bircher Co., Inc., 192 Mill St., 
Rochester 14, N. Y. Line of manual 
and electric Lightning envelope open- 
ers with speeds to 500 letters a minute. 
Lightning mail sealers, both electric 
and manual.: 

Bohn Duplicator Corp., 444 Fourth 
Ave., New York 16. Small manually 
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With its stunning new President model, Monroe introduces more than a new accounting machine... 
Monroe establishes an entirely new ratio between what you pay and what you get in machine 
accounting. Now, for the first time, any business can enjoy all the benefits of big business 
bookkeeping at a price actually hundreds of dollars less than before! And job changing flexibility is 
built right into every model in the President line. With the flick of a knob accounts receivable, 
payroll, cost control, accounts payable... all become mechanized operations. Look at the 

price tag on this machine. Then put your own price tag on what machine 

accounting can do for you. Speed receivables by getting statements ; 
out faster. Build prestige with neat looking records. Put credit data at ie 
your fingertips. Control your 


/ 
work so it flows easily and See the MAN from MON R E 


always accurately. Write or 


‘ . for CALCULATING 

telephone Monroe Calculating Machine Company, Inc. ADDING 

General offices: Orange, N. J. Offices throughout the world. ouinn duaaeaaiinti a me, 
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Classic 


ee 


From the new smudge-proof carbon coat- 
ing to the new shock-proof back, modern 
Classic Carbon Paper is engineered to 
meet the more demanding require- 
ments of modern typewriters. 


The shock- proof back softens the jarring 
action of high-speed electric typing— 
the cause of unevenness produced by 
ordinary carbons. Only the exact 
amount of carbon necessary to create 
a sharp, full-bodied image is released. 


With either electric typewriters or re- 
cent manual machines, modern Classic 
Carbon Paper produces a new sharpness 
of write and uniformity of appearance— 
truly the ultimate in carbon copies. 


For carbon copies that you'd be proud 
to send to anyone, specify Modern 
Classic—the carbon paper designed for 
modern typewriters. Columbia Ribbon 
and Carbon Manufacturing Co., Glen 
Cove, N. Y. 


The scientifically formulated carbon 
coating is deep dyed to form a perma- 
ta nent bond with the paper stock fibers. 
Pa] s: The carbon is transferred on/y by impact 
{%3 of the type face to produce permanent, 
- smudge-proof characters. Micro-blended 
e for absolute smoothness, this new 
: a coating assures complete uniformity of 
Ai upper and lower case characters. 


FREE GUIDE! For your free copy of our 
new “Carbon Paper Facts” type make and 
model of your typewriter and the number of 
carbon copies normally required on your 
company letterhead and mail with coupon. 


be Sa hee Aaa 


MODERN CLASSIC 


COLUMBIA RIBBON & CARBON MANUFACTURING CO., Ine. | 
756 Herb Hill Road, Glen Cove, N. Y. | 


fy : CARBON PAPER Rush free—"‘Carbon Paper Facts.” | 

‘ by : Name 

4 é | Pw p y | 

1 | Address | 

a | | 

ae, i, | City. Zone State | 
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Tools of the Office 


operated letter opener which trims 
1/16 in, off envelopes up to No. 10 
size. 

Commercial Controls Corp., Sub- 
sidiary of Friden Calculating Machine 
Co., Inc., 1 Leighton Ave., Rochester 
2, N. Y. Friden multiOpener and 
Friden multiSealer are electric envel- 
ope opener and sealer respectively. 
Operating speeds to 333 envelopes a 
minute. Friden mailMaster, manually 
operated, both opens and seals envel- 
opes and applies stamps. 

Friden Calculating Machine Co. 
SEE: Commercial Controls Corp. 

Industrial Molded Products Co., 
Inc., 609 New York Bidg., St. Paul 1. 
Line of envelope openers. No infor- 
mation available at press time on cur- 
rent products. 

Lansdale Products Corp., Box 568, 
Lansdale, Pa. One Faltex model, elec- 
trically operated, serves both as a 
folding machine and as an envelope 
opening machine. 

Arnold MacKenzie, 3133 Overbrook 
Drive, Minneapolis. Information on 
current products not available at press 
time. 

Martin-Yale, Inc., 2100 W. Fulton 
St., Chicago 12. Electric letter openers. 

Office Accessories Corp., 660 S. Fair 
Oaks Ave., Pasadena 2, Calif. Line 
of small manual letter openers and 
envelope moisteners. 

Pitney-Bowes, Inc., Walnut & Pa- 
cific Sts., Stamford, Conn, Three Mail- 
Openers, including manual and elec- 
trical models, with speeds to 500 a 
minute. Price range: $45 to $245. 

Pres-to-Line Corp. of America, 2339 
Cotner Ave., Los Angeles 64. Magic 
Mailer, a small, manually operated 
machine, is used both to open envel- 
opes and seal outgoing envelopes. 

Wilson Jones Co., 209 S. Jefferson 
St., Chicago 6. One Marvel envelope 
opener, manually operated. 
$34.75. 


Price, 


Folding and Inserting Machines 
Cummington Corp., 620 Common- 
wealth Ave., Boston 15. Line of elec- 
tric inserting machines with operating 
speeds to 3,500 envelopes an hour. 
Models available with from one to 
four stations, vacuum fed. 
Davidson Corp., 29 Ryerson St., 
Brooklyn 5, N. Y. Line of Davidson 
Embee folding machines, electrically 
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How to get a new outlook on work 


and drawer hodgepodge 


This ingenious desk eliminates top clutter 


inside this “‘Clutter- Proof”? desk. 

There are off-the-desk trays for 
incoming, outgoing and pending 
letters. Off-the-desk space for 


It’s remarkable how a clear desk top and orderly 
desk drawer interiors can give office people a fresh, 
new outlook on work. That’s exactly what a Shaw- 
Walker “‘Clutter-Proof” Desk does. 

The rewards are great — better work, faster, easier 
—and working space on desk top is nearly doubled. 

How’s it done? Fully 75% of the things that drift 
around on tops of other desks have a specific place 


“Built Like a 


HAW-WALKER 


For More Information From Advertisers Use 


work-organizers, work-separators, 

deferred projects, tickler, binders, 
books, pads, forms, card lists. And—imagine this 
—there’s even an in-drawer wastebasket and pro- 
vision for in-drawer phone. 

This Shaw-Walker “‘Clutter-Proof’’ Desk has an 
unparalleled record for work efficiency and space 
economy in offices of every size. See it at our local 
dealer or branch store or write for “Facts Folder”’ 
Shaw-Walker, Muskegon 65, Michigan. 


Largest Exclusive Makers of Office Equipment 
Muskegon 65, Mich. Representatives Everywhere 


Readers’ Inquiry Coupon on Last Page 


Everything is in the drawers—letter trays, phone, wastebasket, etc. 
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Tools of the Office 


powered, with speeds to 12,000 letter- 
size sheets an hour. Available fea- 
tures include perforation, slitting, or 
scoring, either independently or in 
conjunction with folding; variable 
speed; and automatic and hand feeds. 

A. B. Dick Co., 5700 W. Touhy 
Ave., Chicago 31. Model 57 folding 
machine is electrically powered, oper- 
ates at speeds to 150 a minute, han- 
dling material in sizes to 9 by 16 in. 
Machine makes six standard folds. 
Price: $375. 

Inserting & Mailing Machine Co., 
U. S. Route 22, Phillipsburg, N. J. 
Large electrically powered mailing 
machines capable of gathering a num- 


ber of enclosures and inserting them 
in envelopes. Some equipment can 
print postage and other information 
also, and stack the finished mail. 

Insert-O-Matic Corp., 1707 N. 25 
Ave., Melrose Park, Ill. No informa- 
tion available at press time on current 
models. 

Lansdale Products Corp., Box 568, 
Lansdale, Pa. One Faltex model, elec- 
trically powered, which serves also as 
an envelope opener. Letter opening 
feature is optional, as are scoring de- 
vice and perforator. Price: from $380. 

Mail-O-Matic Corp., The Beverly 
Hilton, Beverly Hills, Calif. Inserting 
and mailing machines in both auto- 
matic and semi-automatic models. 

Martin-Yale, Inc., 2100 W. Fulton 
St., Chicago 12. Line of Premier fold- 


THE BIG 


in thin papers 


made by ESLEECK 
and nationally 
distributed by 
leading wholesale 
paper merchants. 


REDUCE TYPING 
MAILING 
FILING 
costs. 


m SEND FOR SAMPLES <x 


ESLEECK 
MANUFACTURING CO. 
Turners Falls, Massachusetts 


The ONLY concern in the United States 
SPECIALIZING in the manufacture of 
tog fiber ONION SKIN and 
MANIFOLD papers. 
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ing machines contains three models, 
including manual and electric types. 
Speeds to 10,000 an hour. Price range: 
$89.95 to $149.95. 

Master Folder Co., 3000 Woodhill 
Rd., Cleveland. No information avail- 
able at press time on current products. 

Pitney-Bowes, Inc., Walnut & Pa- 
cific Sts., Stamford, Conn. The Pitney- 
Bowes line includes two folding ma- 
chines and one inserting machine, all 
electrically powered; one of the fold- 
ing machines has optional hand feed. 
Folding machines have maximum 
speeds of 5,000 and 19,000 sheets an 
hour; inserting machine handles 6,000 
envelopes an hour, Inserting machine 
may have up to four stations. Prices: 
$191 and $525 for folding machines, 
$6,060 to $7,065 for inserting ma- 
chines. 

Printing Devices, Inc., 1705 N. 25 
Ave., Melrose Park, Ill. No informa- 
tion available at press time on current 
products, 

The Print-O-Matic Co., Inc., 724 
W. Washington Blvd., Chicago 6. 
Two Fold-O-Matic folding machines, 
one manual, one electric, with auto- 
matic level feed and a special receiv- 
ing tray to sort letters one under an- 
other. Scoring equipment optional. 
Speeds to 120 a minute. Price: 
$169.50. 

Rex-Rotary Distributing Corp., 387 
Fourth Ave., New York 16. Fold-O- 
Matic folding machines, both manual 
and electric. Prices from $139.50. 


Postage Metering Machines 


The National Cash Register Co., 
Main & K Sts., Dayton 9, Ohio. One 
electric postage metering machine, 
printing \postage on strips for affixing 
to mailing pieces. Precanceled postal 
labels show date, zone number if 
desired, weight when required, 
amount of postage, serial number, 
meter number, permit number where 
necessary, and name of post office. 
Duplicate records are printed within 
the machine. 

Pitney-Bowes, Inc., Walnut & Pa- 
cific Sts., Stamford, Conn. Fifteen 
models of postage metering machines, 
in manual and electric versions, with 
operating speeds to 15,000 an hour. 
Postage may be printed directly on 
mail, or onte strips or labels. Machines 
print postage, postmark advertising, 
and other information. Provisions are 
made for postage bookkeeping in vis- 
ible registers. Available features in- 
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...-AN EASIER WAY TO MAKE A LIVING 


It’s after hours, you’re short of help... still work 

stacks up, backs up, piles high. There must be an easier way. 
And there is... ELECTRONIC LONGHAND. With astroke 

of the ELECTRONIC PEN you send instructions, messages, 
data to one point or many... within your building or miles 
away. They are received instantly, and exactly as you 

sent them, with a permanent record for all. Throughout the 
world, TelAutograph* telescriber systems of ELECTRONIC 
LONGHAND are speeding workflow, saving time, reducing 
overhead. Wouldn’t you like to work smarter, not harder, 
and be able to see the top of your desk again? 


TelAutograph* telescriber systems of 7" 
Electronic Longhand are manufactured by j a 


Get complete details, without obligation ... just Telluuitograph senensren 


Pioneer in 
Telecommunications 


since 1888 


057 TelCuutograph CORP. 


*Wodemork Reg. U.S. Pot. Off. 
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fill out this coupon and mail it now. 


Los Angeles 45, Calif. 


i/ I want to WORK SMARTER, NOT HARDER. Mail literature on 


NAME POSITION. an = 

COMPANY _ 

STREET cITy = 

COUNTY SE lig 
TYPE OF BUSINESS a — << 2 * 
TELAUTOGRAPH CORPORATION + 8700 Bellanca Ave., Los Angeles 45, California Dept. D x 
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Tools of the Office 


clude moistening and sealing of en- 
velopes. 

Cheshire, Inc., 1644 N. Honore St., 
Chicago 22. Line of labeling machines 
has optional feature for tipping on 
postage stamps. (See listing under 
addressing machines.) 

Commercial Controls Corp., Sub- 
sidiary of Friden Calculating Machine 
Co., Inc., 1 Leighton Ave., Rochester 
2, N. Y. Multipost stamp affixer, 
plunger operated, using stamps in rolls 
of 500. 

Friden Calculating Machine Co. 
SEE: Commercial Controls Corp. 


Office Accessories Corp., 660 S. Fair 


Oaks Ave., Pasadena 2, Calif. Line ot 
small stamp dispensers. 


Postal Scales 


B-T Co., Inc., 121 N. Broadway, 
Milwaukee 2. Two models of Mite 
postal scales, in one-pound and four- 
pound sizes, of the spring type, with 
eye-level pointers. Rate chart dials are 
replaceable. Price: $3 list. 

The Borg-Erickson Corp., 1133 N. 
Kilbourn Ave., Chicago 51. Parcel 
post and utility scales of the spring 
type. Price: $12.50. 

John Chatilion & Sons, 85 Cliff St., 
New York 7. Line of six scales in 
sizes from 2 to 100 pounds, of the 
spring type, for mail, parcel post, and 
express packages. 


SAVE $$$ WITH NEW 


BuDGEX PARTITIONS 


Brand new, cost-cutting partitions— 
premium in every way except price. 
Feature acoustical spun glass sound- 
deadening core, new and simple locking 
device. Exclusive! you can saw off and 
cap a partition on the job to fit any 
requirement. Flush surfaces, handsome 
finishes. Yours at a new low price. Get 
details today. Write, wire or phone... 


GF L ra 3 
SLM Hie 


2417 EASTERN AVE., S.E. GRAND RAPIDS, MICH. 
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Commercial Controls Corp., Sub- 
sidiary of Friden Calculating Machine 
Co., Inc., 1 Leighton Ave., Rochester 
2, N. Y. Line of letter, parcel post, 
and all purpose scales of the spring 
type. Pendulum type and_ rotating 
cylindrical chart indicators available. 

Detecto Scales, Inc., 540 Park Ave., 
Brooklyn 5, N. Y. Line of letter and 
parcel post scales, some of the beam 
type. Some models have “gun sight” 
indicators, showing postage for one 
postal zone at a time, as selected, to 
eliminate reading errors. 

Friden Calculating Machine Co. 
SEE: Commercial Controls Corp. 

]. L. Galef & Son, Inc., 85 Chambers 
St., New York. Information on cur- 
rent products not available at (press 
time. 

Hamilton Specialties, Inc., 5 Watson 
St., Boston 18. Two small postal 
scales without springs, with pendu- 
lum-type indicator, in 8 oz. and 16 
oz. sizes. Prices: $3.95 to $6.50. 

Hanson Scale Co., P. O. Box 267, 
Northbook Iil. Line of scales from 
letter to large parcel post sizes, of 
the spring type. 

The Howe Scale Co., 2947 Scale 
Ave., Rutland, Vt. Scales from letter 
to large parcel post sizes, of both 
spring and gravity types. 

I.D.L. Mfg. & Sales Corp., 132-138 
Lafayette St., New York 13. Line of 
spring-type scales in sizes from 1 to 
4 pounds, at prices from $2.75 to 
7.50. Also a springless scale with 
1-pound capacity, at $8. 

The Mayfair Co., 315 N. Desplaines 
St., Chicago 6. No information avail- 
able at press time on current products. 

Pelouze Mfg. Co., 1218 Chicago 
Ave., Evanston, Ill. Line of scales in 
sizes from one to fifty pounds, of the 
spring type, with replaceable dials. 
Price range: $2.95 to $12.75. 

Pitney-Bowes, Inc., Walnut & Pa- 
cific Sts., Stamford, Conn. Six scales 
of the spring type, in sizes from 16 
ounces to 70 pounds. Available in- 
dicator types include pendulum, drum 
chart, and “gun sight.” Price range: 
$29.50 to $325. 

Rudson-Wood, Inc., 15 W. 44 St., 
New York 36. One small gravity-type 
letter scale, with pendulum-type indi- 
cator. Unit is designed to bbe carried 
in a pocket-size leather case. Price, $2. 

Toledo Scale Co., 1083 Telegraph 
Rd., Toledo 1, Ohio. Line of gravity- 
type postal scales ranging from letter 
scales to large parcel ipost scales. Pen- 
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Exclusive 
M on the world's finest 


standard typewriter: 


| “RESPONSE-O-MATIC” 
ACTION 


Available only on the 
Smith-Corona “Eighty-Eight,” 
Response-O-Matic Action brings 

to you a touch, a feel, 

a typing action that means finer 
correspondence . .. faster. 

In addition, you benefit from these 
other Smith-Corona exclusives: 


Customstyled Keyboard— four extra 
characters — 88 in all. 


Amazing Page Gage—that lets you 
quickly set a bottom “margin.” 
Instant-Set Margins — most natural, 
easiest margin-setting system. 

Call your local Smith-Corona 
representative for a demonstration. 


Smith-Corona Inc Syracuse 1 New York M iT I i anes cS rR O N A 
Branch Offices or Dealers in Principal Cities 
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dulum drum, and “gun sight” indi- 
cators are available. 

Triner Scale & Mfg. Co., 2714 W. 
21 St., Chicago 8. Line of scales from 
small letter models to parcel post 
scales. Some scales are of gravity 


type. 
Sorting Devices 


Amberg File & Index Co., 1627 E. 
Duane Blvd., Kankakee, Ill. Sort-All 
sorting equipment of the small desk- 
top variety, with dividers hinged to 
a flat surface, suitable for sorting cor- 
respondence and other material. 

Associated Industrial Designers, 
3726 Effingham Pl., Los Angeles 39. 
Col-A-Tron desk-top racks suitable for 
sorting correspondence. Models range 
in size from 24 to 100 divisions. Also, 
large shuttle carriage units with as 
many as 2,520 subdivisions. Price 
range: $38.50 to $241.50. 

Cooks’ Inc., 207 Lakeview Ave., 
Blackwood, N. ]. Line of Ful-Vu Uni- 
versal Sorters, useful in sorting mail. 
Units are of desktop size. 

Corbin Wood Products Div., The 
American Hardware Corp., P. O. Box 
1324, New Britain, Conn. Line of 
sorting units of the bin type, some 


Tools of the Office 


with adjustable, some with non-ad- 
justable shelving. Construction is of 
wood, 

Equipto, Div. of Aurora Equipment 
Co., 422 Cleveland, Aurora, Ill. Line 
of steel shelving and bins, suitable 
for mail sorting. 

The Federal Equipment Co., P. O. 
Box 446, Carlisle, Pa., Line of mail 
sorting cases and tables, made of 
wood. 

The General Fireproofing Co., 413 
Dennick Ave., Youngstown 1, Ohio. 
Line of sorting equipment. 

Le Febure Corp., 716 Oakland Rd., 
N. E., Cedar Rapids, lowa. Mobile 
Mail Sorters are units consisting of 
stand and sorting unit mounted on 
casters, for use in mail distribution. 
Line of bin-type sorting units includes 
large custom installations. Also mail 
sorting carts. 

Nu-Craft Products Co., 321-327 
Clarkson Ave., Brooklyn 26, N. Y. 
Line of Sort-O-Matic sorting racks. 

Pitney-Bowes, Inc., Walnut & Pa- 
cific Sts., Stamford, Conn. Line of 
sorting racks and sorting bins. 


Tor 7 


They’re designed to “office print” extra 
wide impressions on all types of paper 
stock, including airmailweight. Using 
paste ink, your finished work has that 
fine-printing look. Geha quickly pro- 
duces letters, bulletins, advertising, 
postcards (long or wide way), forms, 
and other useful “print” jobs. Distrib- 
uted and fully guaranteed by makers 
of Tempo products. 


MILO HARDING CO. 


Los Angeles * Cleveland « Pittsburgh 
San Francisco * Washington, D. C. 
Manufacturers and distributors of 

(EM PO, 
Cw 
AMERICA’S MOST COMPLETE LINE 
OF STENCIL DUPLICATING PRODUCTS 


INKS — DUPLICATORS — STENCILS 
TEMPOSCOPES — ACCESSORIES — SUPPLIES 
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® Today’s finest dual cylinder 
stencil duplicator. 


© Five great models, electric and hand. 
Prices start at $199.00 

We also manufacture Tempo IMPERIAL, king 
of high-speed, heavy production duplicators. 


MAIL COUPON TODAY FOR COMPLETE DETAILS 


Milo Harding Company, Dept. 7BC 
500 Monterey Pass Rd., Monterey Park, Calif. 


Rush brochure and price information on 
(| ) Geha Stencil Duplicators 
(| ) Tempo Imperial Duplicator 


NAME 


ADDRESS 


CITY @ STATE 


Readers’ Inquiry Coupon on Last Page 


The SorterGraf Co., 4044 W. Jeffer- 
son Ave., Detroit 9, Sorting units of 
both small desk type and large sizes 
with oscillating carriages, 

Speedo-Sort Co., 4016 N. Harding 
Ave., Chicago 18. Speedo-Sort manual 
sorting devices, of the desk-top variety, 
with hinged dividers. 

The Victor Safe & Equipment Co., 
Inc., 315 Fourth Ave., New York 10. 
Line of Victor Sorters, for sorting cor- 
respondence, Sorters are of desktop 
type, with 25 alphabetical dividers. 

Yawman & Erbe Mfg. Co., 1099 
Jay St., Rochester 3, N. Y. Y and E 
Direct Vision Sort-O-Mats are de- 
signed to accumulate mail throughout 
the day for a single mailing; 2,000 
pieces can be held, alphabetically 
sorted, in a space requiring two square 
feet of floor space. Also sorting racks 
and sorting bins. 


Furniture and Miscellaneous 
Equipment 


Barwel Mfg. Co., Inc., 95 Commer- 
cial St., Brooklyn 22, N. Y. Line of 
mail bags. 

Bemis Bro. Bag Co., 408 Pine St., 
St. Louis 2. Line of mail bags. 

Better Packages, Inc., 252 Canal St., 
Shelton, Conn, Gummed tape dis- 
pensers which can cut predetermined 
tape lengths. Label, envelope, and 
stamp moisteners. Labeling devices 
for afixing ungummed labels to pack- 
ages and cartons. 

Boyle Leather Goods Co., Inc., 36 
E. 31 St., New York. Line of mail 
bags. 

Can-Pro Corp., 19 E. McWilliams 
St., Fond du Lac, Wis. Line of mail 
bags and sacks, mail bag racks, mail 
bag carts, and distributing cases. 

W. A. Charnstrom Co., 422 S. 
Seventh St., Minneapolis 15. Line of 
mail bag holders, mounted on swivel 
casters, for from two to four bags. 

Cheshire, Inc., 1644 N. Honore St., 
Chicago 22. Line of labeling machines. 
(See listing under addressing ma- 
chines. ) 

Chesley Industries, Inc., 24777 Tele- 
graph Rd., Detroit 19. Line of mail 
distribution carts with removable 
baskets, with tubular aluminum 
frames. 

Commercial Controls Corp., Sub- 
sidiary of Friden Calculating Machine 
Co., Inc., 1 Leighton Ave., Rochester 
2, N. Y. Line of tubular steel mail 
bag holders, all-leather mail bags (in- 
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time-saving Visible Records — 
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42 
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4 er usiness | 
it | 
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‘ yp i 
4 | 
s | 
) 
Sectional Visible : 
; | 
of ue | 
| | 
3 —— of sa es 
os Speed of reference plus unequalled versatility make Victor Sec- 
S- tional Visible ideal for any fast-moving young business. 
d 
d speed Pt 
eS Colored signals in the visible margins signal vital facts or a om 
k- dates for action without reference to postings on the ‘it %, 
cards. Victor Visible, compared with non-visible systems, Pra 
6 cuts 33 minutes of each hour of finding and filing time. ‘z= 
il . . La a's 
4 versatility ES 
- Keep conventional records on the many stock forms a 
: which are available, or make up your own card pee 
: | form to suit your specific record need. = 
‘i 
economy 
S. ‘ . 
Buy only the sections your business needs now. 
of | The simple addition of extra trays on top of the se: 
el | ones you have gives you added record capacity 2 
as your business grows. ; 
| Victor Sectional Visible is If you are not aware of the many advantages 
-, available for 5x3, Victor Visible can offer your business, see your 
6x4, and 8x5 cards. local Victor dealer and he will be glad to demon- 
- Each section contains strate how efficient Victor Sectional Visible can 
55, 51, and 47 save you time and money. 
le- pockets respectively. 
ail 
le 
m Es 
For the name of your local Victor dealer, write to: a 
b- ee 
ne | f 
> DIVISION OF SPERRY RAND CORPORATION — _— 
ai 
in- SS 315 FOURTH AVENUE - NEW YORK 10, N.Y. x 
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Now a truly dependable ball point desk set 


It writes 100 hours without refilling. At last, here is 
a desk ball point you can depend on. It took 9 years 
for Esterbrook to perfect the Recorder—and this 
painstaking craftsmanship shows in its superb writ- 
ing quality. 

The Recorder starts writing instantly. Ink flow 
is steady—no blotting or “starving.” Ink won’t 
smear... yet it washes right out of clothes. 


Exclusive Wordathon Refill Cartridge writes up to 5 


‘ WORDATHON by é. 


* TRADEMARK 


Wordathon* Cartridge shown full size 
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times as long as ordinary ball points—more than six 
months’ normal office writing for only 69¢. 


Think how much this can save you in convenience 
and low, low maintenance costs! 

This amazing Wordathon Refill Cartridge comes in 
your choice of red, blue or black ink . . . fine or me- 
dium ball sizes. Try the new Esterbrook Recorder 
desk ball point soon. $2.95 at list for the complete 
set. Recorder de luxe, $3.95. 


Osterbrook 


Readers’ Inquiry Coupon on Last Page 
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Tools of the Office 


cluding folding types), canvas mail 
bags, mail distributors, shelving, bin- 
type sorting racks with up to 84 ad- 
justable shelves, mailroom tables, and 
Bandetts for bundling metered mail. 

Corbin Wood Products Div., The 
American Hardware Corp., P. O. 
Box 1324, New Britain, Conn. Line 
of mailroom furniture, including sort- 
ing units, tables, cabinets, etc., made 
of wood. 

Cummins-Chicago Corp., 4740 N. 
Ravenswood Ave., Chicago 40. Line 
includes mail marking and dating per- 
forators, capable of dating as many 
as twenty items simultaneously. 

The Darling Payne Corp., 82 Beek- 
man St., New York 38. Line of count- 
ing machines. 

Dependable Mfg. Co., 2407 Fort 
Creek Rd., Bellevue, Neb. Line of 
stools, of both fixed and adjustable 
height, suitable for mailroom use. 

Derby Sealers, Inc., 100 Seymour 
Ave., Derby, Conn, Line of gummed 
tape dispensers. 

The Federal Equipment Co., P. O. 
Box 446, Carlisle, Pa. Line of work 
tables and mail bag racks. 

Friden Calculating Machine Co. 
SEE: Commercial Controls Corp. 

A, Galewski & Sons, Inc., 119 W. 
25 St., New York 1. 
bags. 

Glue-Fast Equipment Co., Inc., 9-11 
White St., New York. Line of 
gummed tape dispensers and labeling 
machines. 

Hartman Metal Fabricators, Inc., 
Markol Div., 133 Murray St., Roch- 
ester, N. Y. Traveling racks and tables 
with whirling racks. Hook-on trays 
are featured. Also desk racks, floor 
racks, and other equipment designed 
to use the hook-on trays. 

Haskell, Inc., 303 E. Carson St., 
Pittsburgh 19. Line of work tables, 
of steel, suitable for mailroom use. 

S. A. Hirsh Mfg. Co., 8051 Central 
Park Ave., Skokie, lll. Line of Shelvy- 
It-All steel shelving for mailroom use. 


Line of mail 


A. C. Hummel Co., 5349 Kennedy 
Ave., Cincinnati 13. Line of gummed 
tape dispensers. 

Ideal Stencil Machine Co., 102 lowa 
Ave., Belleville, Ill. Line of tape 
moistening and dispensing machines. 

Ketcham & McDougall, Inc., 465 
Eagle Rock Ave., Roseland, N.]. Line 
of gummed tape dispensers. 


JUNE 1957 


Le Febure Corp., 716 Oakland Rd., 
N. E., Cedar Rapids, lowa. Mail 
sorting carts. 

W. C. Leute, 54 Dey St., New York 
7. Line of mail bags. 

Markol Metal Products, Inc. SEE: 
Hartman Metal Fabricators, Inc., Mar- 
kol Div. 

Marsh Stencil Machine Co., 82-C 
Marsh Bldg., Belleville, Ill. Line of 
gummed tape dispensers. 

Metal Specialties Mfg. Co., 1975 N. 
Cornell Ave., Melrose Park, Ill. Line 
of gummed tape dispensers. 


Nashua Corp., 44 Franklin St., 
Nashua, N. H. Line of gummed tape 
dispensers. 

Permacel Tape Corp., New Bruns- 
wick, N. ]. Line of gummed tape 
dispensers. 

Pitney-Bowes, Inc., Walnut & Pa- 
cific Sts., Stamford, Conn. Tickometer 
counting and marking machine, for 
imprinting dates, consecutive num- 
bers, endorsements, signatures, cancel- 
lations, etc., at speeds to 1,000 a min- 
ute; prices from $1,460 to $2,940. 
Mailroom furniture, including sorting 


‘‘lion-sized’’ business problem 


Here is information on a poorly un- 
derstood business problem . . . the 
problem of odors. Very few execu- 
tives understand the impact of odors 
on profits. However, odors influence 
personnel turnover, efficiency, sales 
results and production. 


Airkem, Inc., is an international 
organization specializing in the con- 
trol of odors. In this literature 
the effect of odors on profits is 
explained, as is the Airkem 
technique for their control. 
Write for those you require: 


1. Personnel and customer re- 
lations. How stuffy or odorous 


specialists in odor control 


air can be treated to improve busi- 
ness operations. 


2. Industrial odors and sanitation. 
Covers process odors, waste treat- 
ment, industrial sanitation. 

3. Emergency odor treatment. 
How to reduce fire smoke losses. A 
special service recommended to in- 
surance firms and cargo handlers. 


Write for the literature you want, today 


posto ee OO re 


AIRKEM, INC., 241 E. 44th St., New York 17, N. Y. 


Please send me your literature on the following busi- 
ness problems: 


0 
0 
0 


Personnel and Customer Relations 
Industrial Odor and Sanitation Problems 
Emergency Odor Treatment 


} I want advice on this odor problem: 


Nan 


Con 


ve litle 


pany 


Address 


City 


Zone State OM-6 
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Tools of the Office 
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Crowded, disorganized, 
space noisy, unattractive space. 


ee ae 


Streamlined, quiet, neat, 
and efficient space. 


Cramped office? Cluttered arrange- 
ment? Thinking of moving to larger 
quarters? In minutes, you can trans- 
form your present office into efficient 
individual working areas with 
PARTITIONER! You may even add 
employees as you make the maximum 
use of your present space. 


PARTITIONER COSTS SURPRIS- 
INGLY LESS THAN YOU THINK! 
Easily re-arranged or expanded .. . 
exclusive features, modern colors. 


Available at your local office 
equipment dealer. 


WRITE TODAY FOR LITERATURE 


MARNAY SALES DIVISION 


ROCKAWAY METAL PRODUCTS CORP. 
1270 Broadway, Dept. OM, N.Y. |, N.Y. 


racks, sorting bins, tables, and mailing 
machine cabinets, 

Salsbury Corp., 1161 E. Florence 
Ave., Los Angeles 1. Line of gummed 
tape dispensers. 

Seal-O-Matic Dispenser Corp., 169 
Murray St., Newark 5, N. ]. Line of 
gummed tape sealing machines, in- 
cluding electric models, at prices from 
$3.50 to $55.95. 

William W. Stanley Co., Inc., 401 
Broadway, New York 13. Line of mail 
bags. 

Stromberg Time Corp., 135 S. Main 
St., Thomaston, Conn. Line of time 
stamps for imprinting time and date 
of mail arrival. Some models have 
automatic trip, others have fingertip 
control. Prices: $120 to $185. 

Syntron Co., 715 Lexington Ave., 
Homer City, Pa. Line of joggers of 
the vibrating type, useful, among 
other things, for aligning pages and 
for shaking down envelope contents 
prior to passing through an envelope 
opener, to avoid trimming off parts 
of the contents. 

Tape, Inc., 1706 S. Broadway, 
Green Bay, Wis. Line of gummed 
tape dispensers. 

The Toledo Metal Furniture Co., 
1100-1200 Hastings St., Toledo 7, 
Ohio. General purpose tables at \prices 
from $56 to $143. Vault trucks for 
carrying bulky or heavy mail and 
materials, priced at $108. 

U. S. Luggage & Leather Products 
Co., 29 W. 34 St., New York 1. Line 
of mail bags. 

Werner Canvas Products Co., 609 
Bergen St., Brooklyn, N. Y. Line of 
mail bags. 

Yawman & Erbe Mfg. Co., 1099 Jay 
St., Rochester 3, N. Y. Line of mail- 
room furniture, including tables, sort- 
ing racks, and sorting bins. 


ADDENDUM 


Through inadvertence, the name of 
Moore Business Forms, Inc., goo Buf- 
falo Ave., Niagara Falls, N. Y., was 
omitted from the list of suppliers of 
accessories and services for Integrated 
Data Processing, on page 126 of the 
March 15, 1957, Office Management 
Yearbook Issue. Moore’s extensive 
forms research and manufacturing fa- 
cilities are available for the design, 
manufacture, and testing of business 
forms used with IDP equipment, as 
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well as for the production of standard 
business forms. 


ERRATUM 

In the list of manufacturers of air 
conditioning equipment on page 64 of 
the April issue of Office Management, 
Servel, Inc, 119 N. Morton Ave., 
Evansville 20, Ind., was erroneously 
listed as a manufacturer of window- 
type air conditioners. The company 
does make two All-Year air condition- 
ers in 343- and 41-ton sizes, gas oper- 
ated, providing both heating and cool- 
ing. Servel also offers a 25-ton water 
chiller, operating on steam, for sum- 
mer air conditioning of larger offices 
and office buildings. 


Next Month: 
Equipment for 
automation in 
the office 
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Unions— 
(From page 35) 


consent of the governed. 

Not all office administrators and 
union negotiators look upon white- 
collar employe collective bargaining 
in the same manner, 

Probably the most common type of 
collective bargaining is that based upon 
the concept of “horse-trading.” If this 
type of bargaining exists in your office 
each side makes demands upon the 
other and then “trades off” one de- 
mand against the other. 

On the “horse-trading” basis it is 
important for the office administrator 
to come well prepared to make numer- 
ous demands and hold out for many 
of them up to a certain point. After 
that point is reached then trading of 
demands should be skillfully conduct- 
ed. 

All of this does not mean that office 
management must give in to organ- 
ized labor. It does indicate however, 
that office management should enter 
the conference table armed with ac- 
curate and scientific facts and data. 
In short, the whole range of personnel 
policies and practices should be checked 
to see if they are workable and real- 
istic. Success and effectiveness in 
negotiating a white-collar employe col- 
lective bargaining agreement depends 
to a great extent upon the composition 
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The remarkable new Olivetti Tetractys processes busi- 
ness figures at high speeds formerly associated only with 
non-printing calculators, and prints a complete tape rec- 
ord. New in concept, new in range of application, it is 
the first (and only) dual-register printing calculator. It 
provides automatic accumulation, an automatic con- 
stant, and a “memory.” 


In combined operations, it eliminates the need to re- 
enter intermediate figures; these are automatically stored 


in the second register, or in the “memory.” It automati- 
cally accumulates products, quotients and totals, to give 
a grand total. It can multiply a first number by a second 
number by a third number and so on, without re-entry 
of intermediate products. Its unique constant locks in 
and clears out automatically. 

These features (plus others) enable the Tetractys to 
process many kinds of figurework faster than they have 
ever been done before. May we demonstrate this to you? 


For a demonstration, or for more information, write or wire 
Olivetti Corporation of America, 580 Fifth Avenue, New York 
36, N. Y. Olivetti sales and service available in all 48 states. 
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NOW 
VISUALIZATION MADE EASY 
AND 
INEXPENSIVE BY CHART-PAK 


Tapes, Templates, Boards... 
everything for graphs, charts, presen- 


tations, office and plant layouts, or- 
ganization charts—all from one source. 


Everything —tapes, labels, work boards, 
office and plant equipment templates, 
pictographs, and tools are all available 
from Chart-Pak. Everything has pressure 
sensitive adhesive backing so that it can 
be fixed with a touch, removed and re- 
placed easily. All can be reproduced by 
any standard method. 

You can get tapes—opaque and trans- 
parent—from 1/32” to 2” wide—in 14 
colors—over 60 printed patterns and 
designs. 

There’s also a wide assortment of office 
templates, form and flow symbols and 


and experience of the negotiators so 
selected. 

The office administrator should not 
wait until the day before a meeting 
is to take place around the conference 
table. Weeks of advance planning pay 
dividends. He should also try to an- 
ticipate what demands are likely to 
be presented by a union. 

The length of a collective-bargaining 
session is another matter for his con- 
sideration. Some say a _ conference 
should last for no more than three or 
four hours, and others claim that nego- 
tiators lose momentum by holding 
short sessions. No set rules can be 
laid down. It might be a tactical ad- 
vantage in one instance for the office 
administrator to insist upon a_ short 
session, in another to hold out for a 
long one until an agreement is reached. 

The matter of keeping a record of 
the entire white-collar employe col- 
lective bargaining proceedings is im- 
portant. So, a stenographic report 
should be maintained for reference 
purposes. 


Employer advantages under Act 


The office administrator should in 
sist that the union demands be put in 
writing. This obviously tends to make 
the union’s position more definite. 

No two white-collar employe collec- 
tive bargaining agreements are alike. 
An examination of them reveals that 
among the most important subjects 
covered are these: exclusive bargaining 
agency; wage increases, job evaluation, 
job classification; incentive wages, 
overtime pay, payroll deductions, vaca- 
tion, holiday, sick-leave and dismissal 
| pay; pension plans; hiring, firing, dis- 

charge, grievance procedures and 
| management prerogatives. 

_ An employer derives the following 
| advantages under the Act: (1) the 


ictographs. . as . 
in os plastic reusable work boards eee = eee: (2) ee 
in transparent and opaque plastics, with egeestionts placed on the union shop— 
printed reproducible or non-reproducible it must be wanted by a majority of 
grids to aid in laying out the material. employes as evidenced by a secret bal- 

lot of the employes; (3) employer is 
The Versatile Draftsman no longer required to bargain with 
r —--—-------4 representatives of supervisors; (4) he 
| “"=" _ CHART-PAK, INC. } | may sue a union in the Federal Dis 
| ae cccythin y Piven tomgaae J | trict Court for contract violation and 
rr | | ask for money damages; (5) he has 
| co | | the advantage of a 60-day cooling-off 
| pea = ] period; (6) he has the right to peti- 
= gg ag tion the NLRB for an election to de- 
| Serre 5S on 
| Sonnet H the right of freedom of speech unless 
(| his statements contain “threats of re- 
16 For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


prisal or force or promise of benefit;” 
(8) he has freedom to select his own 
bargaining agent without coercion on 
the part of the union. 


Hentz— 
(From page 38) 


each desk in the board room, allow- 
ing Hentz account executives to direct 
orders placed by customers to properly 
designated departments. Special forms 
were devised for the recording of these 
orders, and each has its own particular 
color, indicating the type of order 
placed and destination. 

Once the order has been executed 
in the order room, the form is re- 
turned via the tube to the sender as 
verification that his order has been 
delivered to the proper channels. 


The “Whiz” tube connects directly 


_ with a multi-line conveyor belt, located 


in the large order room, along which 
order clerks are stationed to handle 
outgoing orders destined for various 
exchanges and over-the-counter (“un- 
listed”) security markets. Also sta- 
tioned along the belt are wire services 
for instantaneous teletype communica- 
tions with domestic and foreign offices. 
The tube also connects with back 
office operations, resulting in an un- 
broken and rapid disposition of the 
entire processing of purchases and 
sales. 

This two-tier conveyor belt, which 
resembles and at times operates much 
the same as an assembly-line belt used 
in factories, includes 18 “runners,” 
each of which, shaded in various 
colors, funnels data to order room 
clerks who handle specific orders. The 
range of the orders includes those des- 
tined for the New York, American or 
other stock and commodity exchanges, 
odd lot brokers, et al. Although the 
belt cuts through the entire work 
area in this room, each runner is 
plugged by a “stop,” which halts the 
movement of any particular runner 
at the station of the appropriate clerk. 
Several spare runners are maintained 
for extra-heavy periods. 

Stationed at the mid-way point of 
the conveyor belt is the tube dis- 
patcher, who acts as a liaison between 
the board and order rooms, relaying 
orders received by him to the clerks 
who will process them. 


Another new device for Hentz is 
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(and when don’t they?) 


| youll be so glad the letter 
was typed with a 


| NYLON+AF ribbon 


BE OUR GUEST. We want your secretary 
to try a Nylon + AF ribbon — with our com- 
pliments. She will find that the strength of the 
nylon makes this ribbon outlast all others — 
_ and the controlled re-inking properties of the 
_ special AF fibers give her beautiful copy 
every time. Just have her write us on your 
business stationery, listing the make and 
model of typewriter she uses. Old Town 
Corporation, Department 0MS, 750 Pacific 
Street, Brooklyn 38, New York. 


1) Tawny World’s foremost maker of inked ribbons, carbons, 
duplicators, duplicating supplies. 
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the installation of a sequential tele- 
type system which enables one branch 
office to send a message directly to 
another, with a duplicate copy record- 
ed automatically and instantaneously 
in the main office. Apart from its 
eliminating work duplication, this 
system, the firm reports, will step up 
to a considerable degree the inter-office 
exchange of market letters, quotations 
and other valuable business data. 

The mailroom contains two large 
Diebold Super Elevator Files, each of 
which holds about 22,000 _ stencil 
plates. It is from use of these ma- 
chines that the firm maintains an 
index of addressograph stencils for 
a particular mailing purpose, Set in 
rows, the plates are revolved auto- 
matically by means of a push-button 
device which rotates the rows and 
brings within easy reach of the opera- 
tor any specific set of plates desired. 
Plates are categorized according to 
active and inactive accounts and are 
used in the mailing of such documents 
as dividend notices, proxies, check re- 
quests and notices of stock rights. 
Including those retained in permanent 
files, approximately 120,000 
plates are located in this room. 


stencil 


Executive offices, all of which com- 
mand an excellent view of the famous 
financial district of downtown Man- 
hattan, are tastefully decorated, large, 
and dignified by gold-framed paint- 
ings. The reception area is located on 
the uppermost floor, at one end lead- 
ing into the board room, at the other 
into the executive office area. 

In the board room, where the major 
activity takes place, wide aisles, run- 
ning horizontally, separate the rows 
of desks where account managers 
keep tabs on the huge board which 
records fluctuations of various secur- 
ities markets. Constructed in a 
bleacher-like format, with rows of con- 
necting desks slightly elevated one 
behind the other, the centrally-located 
board room is the nerve center for 
the firm’s large brokerage dealings. 

But in spite of the humdrum of 
activity which distinguishes this, and 
the typical board room, acoustical con- 
trols planned and provided by Designs 
for Business sharply reduce the noise 
in both the board and order rooms. 
This reduction of office clamor also 
is apparent in the bookkeeping de- 
partment, where associated activities 
are partitioned and grouped together, 


‘t takes a SYSTEM™ 


to save filing 


Space time * money 


The patented, easily operated drop 
doors are scientifically designed to give 
maximum protection to records. This 


feature is just another reason why 
more and more companies are 
adopting the Visi-Shelf 
Filing System! 


“TWICE AS 
MANY 
RECORDS IN 
THE SAME SPACE” 
or “SAME AMOUNT 
OF RECORDS 

IN HALF THE SPACE!” 


Write Today for Free 


Survey Questionnaire and 
Terminal Digit Filing Manual 


by PSRSSSSS BS S28 2SSSS8 SOC SSE 


{| Visi-Shelf File, Inc. Dept. 50 


‘ 
225 Broodway New York 7, N.Y. ; 
Please send the following: ‘ 
... File Survey Form 4 
_.. Manual on Terminal Digit Filing : 

Catalog & Name of nearest distributor ' 


Nome ...2.4 nn we eo mwwn wee we 1 
ee : 
i cansminnenqinniinstsinininnn : 
ne aoe ee 8 
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and the whir of the latest in book- 
keeping equipment is kept to a min- 
imum. 

As befitting such an establishment, 
the various departments of Hentz are 
practically self-contained, although, of 
course, all are integrated. Unlike an 
insurance company or bank, general 
office areas are restricted in size and, 
except for the bookkeeping depart- 
ment, there are no large rooms set 
aside especially for the clerical con- 
tingent. Rather, secretaries sit in their 
own individual glass-enclosed rooms 
adjoining executive offices or occupy 
strategic quarters in the different de- 
partments. 

An executive dining room, capable 
of accommodating 12 persons at a 
single sitting, occupies a portion of 
the top floor. 

Apart from ten offices in the United 
States, Hentz maintains branches in 
Geneva, Amsterdam and _ Buenos 
Aires, with a fourth foreign office 
scheduled to open in Paris this sum- 
mer. 


Steel— 
(From page 44) 


apparent. Such equipment today is 
designed and manufactured to provide 
the office with a large degree of flexi- 
bility in arrangement. An office under- 
going expansion, for example, may 
switch its operational format complete- 
ly and utilize new desk-cabinet-table 
combinations. If the office uses this 
equipment, it will discover that the 
proposed alterations are made easily, 
quickly and with a minimum of ex- 
pense. 

Other new designs in metal furni- 
ture include drophead typewriter 
desks in a variety of sizes, single and 
double pedestal desks with or without 
overhang top, the fixed platform and 
fanfold typewriter desks which pro- 
vide space for every width of carriage, 
and machine desks with extra large 
platforms to hold heavy-duty calculat- 
ing machines. 

Other benefits appearing in metal 
furniture lines are the rimless, roll- 
edge top; nyloned and sound-proofed 
drawers, and inlaid satin chrome 
corners which eliminate sharp corners. 
Also, the stylized aluminum base of 
certain desks accents modern styling 
and leaves no place for dust to collect. 
Certain models now feature a fiberglass 
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more speed! 


' ‘more ease! 


more value! 


WITH THE NEW MULTIPLYING 
SmMmptometer 
COMPTOGRAPH ‘220 M’ 


Yes, the wonderful new Comptograph “220 M” has six 
new features to make figuring easier... 

NEW Multiplication Key—electric short cut multiplication... 
fully flexible . .. even prints both factors and the right answer 
on two easy-to-read lines! @ 
NEW Dual-Purpose Lever—converts from multiplying to straight 
adding. 11-digit listing—13 totaling capacity.@ 
NEW Color—smart “Autumn Tan,” scientifically selected for 
eye-ease and ready blending with modern office decor. 


NEW Variable Space Control—adjusts for single or double spac- 
ing. Spaces the way you want them when you need them, 


NEW High Speed—super fast . . . operates at startling speed 
of 220 cycles per minute ... over 30% faster than most other 
10-key adding machines. 


NEW More Flexible Keyboard —accepts new figures faster, @.. 


New Comptograph “220 M” combines more fine features 
than any other 10-key listing machine. Here are just a 
few of them... 

Exclusive Aut tic Visi-Balance Window —always shows at 
a glance the running debit or credit balance. 


Interlocking Keyboard —won’t accept more than one digit at 
a time. Insures accurate entries. 


Adjustable Keyboard Angle —Lightweight Portability—Two-Color 
Printing—Quiet Rotary Action—Streamlined Styling—Concealed 
Paper Roll—Detachable Cord. 


COMPTOGRAPH “220 M” Figures Faster Than You Think 


Comptograph’s scientifically designed keyboard elimi- why there’s greater speed and accuracy—lower-cost op- 
nates “lost motion” of hand and arm. Single-cycle keys eration—with Comptograph “220 M.” It’s the world’s 
are engineered to perform just one function, increasing _ finest all-electric 10-key listing machine. 

speed and efficiency. Add up the features: You'll know Prove Comptograph “220 M” on your own work, FREE. 


BETTER PRODUCTS 


TO BETTER BUSINES 


Comptometer Corporation 

1742 No. Paulina St., Chicago 22, Ill. 

in Canada: Canadian Comptometer, Ltd. 

501 Yonge St., Toronto 5, Toronto 

() Arrange FREE office trial for me on: 
C1) Send me literature on: 

(] Comptometer Comptograph “220 M"” 
[] Comptometer Commander 

() Comptometer Adding-Caiculating 


Ss 


Machine 
Name 

NEW Customatic COMPTOMETER — Comptometer COMMANDER —Insures ac- Firm ee 
World's fastest way to figure .. . now curacy in dictation. Life-time recording nae 

faster than ever. Try it FREE on your own belt saves far more than machine costs. pass . co 
| work. Mail coupon. See for yourself. Mail coupon. City ee | eee 
= atte a 
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base which resists scuff marks and aids 
in lengthening the life of the units. 

The buying of steel pedestals and 
placing on tops of varying degrees of 
width, height, shape, form and mate- 
rial to meet general and specific space 
or work requirements is a new trend 
currently enjoying widespread appli- 
cation among steel equipment dealers. 
The manufacture of steel-based square- 
leg and pedestal-folding tables, mean- 
while, has met with the approval of 
executives desiring multi-purpose office 
units, 


One important development in 


keeping with today’s emphasis on 
automation in the office is the up- 
surge of interest in the “work-organ- 
ized drawer interiors” or, simply, “desk 
automation.” 


“with A.W.Faber’s 


ERASERSTIK 


you erase without 
a trace 


I 


u.s.a.7099B 


Smart Secretaries and Typists 
depend on EraserStik to 
make erasures without leav- 
ing tell-tale ghosts. 
EraserStik removes a single 
letter without blurring the 
word. Perfect for pencil, ink, 
typewriting. Ask your Sta- 
tioner for the original pencil- 
shaped, white-polished 
EraserStik. 

7099 & 7099B gray, all- 
utility EraserStik for pencil, 
ink or typewriting. 

7066 & 7066B for those 
who prefer a soft, red type- 
writer eraser, 


With Without 
brush 20¢ 


SERGTIK Gis 


A.W. FABER-CASTELL 


PENCIL CO., INC. NEWARK 3, N. J. 


brush 10¢ . 


The reason behind the develop- 
ment of this type of desk, one com- 
pany indicates, is elimination of con- 
fusion and lost time arising from an 
unorganized, cluttered desk. The top 
of the desk is cleared of everything— 
often including the telephone — and 
the executive has at his fingertips the 
essential tools of his trade, in addition 
to a clear working area. 

Another important feature in this 
line of desks is interchangeability of 
drawers, and inclusion of at least one 
drawer which contains a movable par- 
tition, again pointing up the flexibility 
of the steel desk. 

Utility, strength, luxury and _ flexi- 
bility — these, then, remain the strong 
points of metal furniture. It has a 
rich tradition of service on which to 
build, and its manufacturers continue 
to seek new methods to improve the 
office of today and help maintain its 
superiority over its predecessors. 


NOMA— 
(From page 33) 


learned how to drive a car. Today 
we are a nation on wheels.” 

Coleman said the same type of situa- 
tion is developing today with elec- 
tronic applications in the office. With 
twenty companies today manufactur- 
ing business computers, the price of 
the smaller electronic units is con- 
stantly being driven down, he asserted, 


and one small size computer already 
rents for less than $1,000 a month. 

“Actually in one way it is an ad- 
vantage to proceed slowly,” he de- 
clared. “Time is required, sometimes 
considerable time, to prepare for great- 
er automation. And it is in the prep- 
aratory work that the office manager 
can, perhaps, make his greatest con- 
tribution. Automation, whether in 
the factory or the office, is not a series 
of separate and discrete operations. It 
is a process. It cuts across depart- 
mental and divisional lines. The man- 
ager who has the best concept of his 
company’s systems and procedures is 
best prepared for automation.” 

Moreover, such preparatory work 
is not only essential to make true 
automation possible, he pointed out; 
it also can offer vast savings through 
increasing efficiency in the traditional, 
non-mechanized routines of the office. 

“Operations that need never have 
been performed are detected and 
eliminated,” he said. “Other op- 
erations are combined. One large com- 
pany discovered to its surprise that 
it had 3,000 forms. The reason for 
many of them had long since disap- 
peared. In two years, it cut the 3,000 
forms down to 1,000. In another com- 
pany, it was thought that about 50 
reports were in existence. An actual 
count disclosed 250. 

“We hear much of course of the 
giant systems and we like to talk 
about ours,” he went on in reference 
to the fact that Burroughs is now the 
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ACOUSTICAL CABINETS 


FOR ALL NOISY 
OFFICE MACHINES 


Is your office a TENSION trap? 
Answer: YES,—if you use large NOISY office machines. This kind of noise causes 
severe NERVOUS TENSION. It is responsible for most sickness. 


YOU can greatly reduce NERVOUS TENSION. Use SOF'TONES . . . they absorb 
the harmful ingredients of NOISE ‘at its source'—the machine itself. 


© 1957 


W Gates, 


AMERICAN STANDARD BUILDING 
430 BUFFALO 7, NEW YORK 
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—— Results guaranteed—Or You Do Not Pay! 


Write for details. Give machines, makes, models you use and measurements. 
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NEW 16-PAGE BROCHURE TELLS WHY 
TRA-DEX IS THE MOST EFFICIENT 
.. . FLEXIBLE . . . ECONOMICAL VISIBLE 
RECORD SYSTEM ... 


PROVED BY CASE HISTORIES 
OF VARIED APPLICATIONS 


Here’s a factual illustrated brochure that explains 
how you can (1) reduce operating costs, (2) estab- 
lish more accurate controls and (3) increase em- 
ployee efficiency for your active record systems. It 
features details on practical visible record keeping 
techniques as well as case histories of typical single 
and multi-record applications. 

TRA-DEX records are designed to expose con- 
stantly changing information ... the basic element 


Diebold 


‘'ncoaorRPORATE O 


980 Mulberry Rood S. E. + Canton 2, Ohio 


Files 


for efficient record control . . . as an automatic by- 
product of each posting operation! TRA-DEX also 
provides three visible margins to accommodate your 
choice of signaling methods. In addition, fast accu- 
rate drop-filing, even with tissue records, is assured 
by exclusive locked-in equalizing separators. 

Find out how versatile TRA-DEX can give you 
new savings and efficiency. Ask your local Diebold 
representative ...or mail coupon today ... for your 
free copy of this valuable new brochure. 


Diebold, Incorporated 
980 Mulberry Road S. E. * Canton 2, Ohio 


It's Visibility That Counts."’ 


Diebold 


Tra-Dex 
VERTICAL-VISIBLE 


Please send a copy of your TRA-DEX brochure, ‘‘In Record Keeping 


Firm — — 
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good 
housekeeper? 


or perhaps 
we should say 
“file-keeper’’... 


For good business housekeeping is largely 
a matter of good File-keeping. 

Scatteration filing has no place here. The 
best practice is to use Accopress Binders 
and Accobind Folders to keep all your 
papers in order—safely filed, neatly filed, 
ready to find. Acco filed papers are bound 
papers—the only system that insures safety, 
saves time, space, and money. 

Ask your stationer to show you the ad- 
vantages of Acco-Binding—the easier, sure 
way to good business housekeeping. 


The Accopress 
Binder com- 
bines loose leaf 
convenience, 
large capacity 
and economy. 
, Ideal for Cata- 
log Covers. 


When transfer time 
comes just slip the 
bound papers from 
the Accobind Folder, 
insert a new Acco 
Fastener and the 
Folder is ready for 
another year’s filing. 


ACCOBIND folders 
ACCOPRESS binders 
PIN-PRONG binders 


(for marginal multiple punched forms) 
ACCO clamps 
ACCO punches 


THE ACCOWAY SYSTEM 
(for filing Blueprints and all large sheets) 


and other filing supplies 


ACCO PRODUCTS 


A Divisionof NATSER Cor poration 
Ogdensburg, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 
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third largest manufacturer of com- 
puters in the country. “But here 
again let us not overlook the more 
modest applications of electronic 
equipment. Indeed I was interested to 
hear the chairman of the board of 
one of our largest banking institutions 
say the other day that they had found 
advantages in small computers beyond 
the immediate application, beyond, 
that is, the returns in cost savings, 
speed of operations, and new informa- 
tion to guide management. They had 
found smaller computers invaluable 
also in acquainting staff members with 
the techniques and problems of elec- 
tronics and thus to prepare them for 
taking full advantage of the largest 
systems as and when they became 
necessary. 

“Sound office management today 
and tomorrow will depend on good 
methods which take the fullest ad- 
vantage of good equipment.” 


“Brainstorming” session demonstrated 


A dramatic — and apparently con- 
vincing — presentation of the tech- 
niques of brainstorming by B. B. 
Goldner, La Salle College, Philadel- 
phia, on Monday afternoon was per- 
haps the unique event of the three- 
day conference. After a discussion of 
the theory on which brainstorming is 
based, and an outline of some of the 
rules followed in brainstorming ses- 
sions, the speaker had the entire audi- 
ence try particular problems, first as 
individuals, and then in groups of five 
and six to demonstrate the superiority 
of group thinking and stimulus as a 
source of ideas over the efforts of one 
person working alone. 

The term “brainstorming” is losing 
ground to the phrase “creative effec- 
tive thinking”, Goldner told the group 
in his talk. Thinking, he declared, is 
divided into several different classifica- 
tions — inductive reasoning, deductive 
reasoning, the stream of consciousness, 
which covers both sub-conscious and 
unconscious thinking. Then there are 
creative thinking and judicial think- 
ing, the first a stream of ideas, good 
and bad, the second a mental evaluat- 
ing process, in which the ideas are 
judged and found either worthy or 
useless. 

Brainstorming techniques call on 
the stream of consciousness, and crea- 
tive thinking faculties, he declared, for 
use in solving practical problems. 

“We need three facets of mind for 
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creative thinking,” the told the audi- 
ence: “Intelligent thinking, a store- 
house of knowledge, and fluency of 
imagination.” 

The best thinking is often done, 
the best ideas are usually born, in cir- 
cumstances where the individual does 
not even appear to be working, he 
said, in warning the group that one 
of the most common business errors 
is to mistake “activity for accomplish- 
ment.” 

“For creative thinking, set a physi- 
cal mood first,” he advised. “In 
brainstorming sessions, it is usually 
best to get the group entirely away 
from the company of which they are 
a part, by renting a hotel room or 
other meeting place. Every effort 
should be made to get every person 
participating in the most comfortable 
and relaxed atmosphere possible before 
starting the session.” 

In such a physical atmosphere a 
brainstorming or creative thinking ses- 
sion has the best chance for success, 
Goldner said. He outlined the guiding 
principles of the creative thinking 
theory as: 

“The basic objective is to stimulate 


a flow of ideas — and the emphasis 
is on ‘flow’. 
“In solving problems — _ business, 


political, social, religious, personal, the 
more ideas we generate, the more al- 
ternatives we think up, the more like- 
ly we are to arrive at a satisfactory 
solution. 

“Groups can produce more and 
better ideas than individuals working 
alone. Group ‘freewheeling’ or ‘brain- 
storming’ develops an amazing flood 
of workable ideas. 

“Each person in each group, each 
student, must participate in all dis- 
cussions to advance his own thinking, 
to nourish the ideation of the group, 
and to promote the fluency of his fel- 
low students. 

“Critical analysis or judicial think- 
ing must be excluded or deferred 
when thinking creatively because it 
hinders the flow of ideas. All hot 
water first, plenty of time for cold 
later.” 

The basic theory behind brainstorm- 
ing, therefore, is that the more ideas 
one has, the better his choice of the 
very best idea, Goldner said, and that 
group thinking and stimulus create 
more ideas than individual thinking. 

“Ideas start other ideas in other 
minds,” he said. “Even a bad idea 
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twice as fast 
as other 


photocopiers 
the new 


CORMAC 
CORONET 


ee em ee a ae ae 


NOW—INSTANT COPIES 
FROM BIGGER ORIGINALS 


4 takes copy up to 18° wide by any length 


Now you can make instant copies from larger originals than ever, right 
in your own office! 

The Cormac Coronet is the only high-speed photocopier with 1834 inch 
throat—full newspaper width plus 334” to spare for easier handling. 
And on length... no limit whatsoever. 


THE CORONET TAKES SMALLER SIZES, TOO. 


Handles up to 2500 standard 814” x 11” originals in one eight-hour day. 
And with the new Cormac micro-dial control, anyone in the office can 
produce instant, quality copies with everything you can see on the original 
in sharp detail. 

Built with the same precision and styling that have won acclaim for 
other Cormac models everywhere. The Coronet also carries the same 
Cormac lifetime guaranty. 

For a free demonstration in your office—on your own work—mail this 


@ Engineered for High-Speed Copying in Volume 
@ Operates Under Any Light Conditions 


e@ Compact! Weighs only 38 Ibs. 
Size: 10” x 2542” x 112” 

@ Guaranteed for Life by the Makers of the 
World's Most Complete Line of Desk-top 
Photocopy Machines 


@ Price: $478. F.0.B. N. Y. 


poor ree Or ee re 4 

| CORMAC INDUSTRIES, INC. Dept. P. | 
80 Fifth Avenue, New York 11, N. Y. 

| I would like to see the Cormac Coronet perform in my 

| office on my own work. Please have the nearest Cormac 
dealer contact me to arrange for a demonstration at 


co da E | my convenience. 
upon today lll T RS | 
OTHER MODELS FROM $i 89. I ncsncdetnsuassurxokehsashhenexanipeers 
Sa 6a. ete dees ecaccaestcaersdenusnaeeeeeenes 
CORMAC INDUSTRIES, Inc. |." 0000 sa na | 
80 Fifth Avenue, New York 11, N. Y. « ORegon 5-9310 iandinin te aianieaemeetineaiiall 
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OPERATION 
@, J QUIET! 


—=7 


aa 


MOVED 


WO 


Typewriter & Business 
Machine Stands 


QUIET? 


v SILENT STEEL TOP is undercoated. 


¥ Retainers, guide bars and feet are 
cushioned. 


VCasters and feet of soft rubber. 


Only LUXCO Stands 


Offers so many “No Noise” Guarantees 


A Complete Line of Stands, Steel Chairs ha 
and Stools and ao Deluxe Personal File. 4q NY 


BADGER inc. 


LA CROSSE, WIS. 


Export Department, 25 Beaver St., New York 4 NY 


WHILE BEING 


DURING 


OPERATION 


suggested by one participant can cause 
a good idea in the mind of another 
participant.” Ideas trigger each other 
in other words, the speaker continued. 

In relation to the three qualities 
which he declared essential to pro- 
ductive creative thinking, — _intelli- 
gent thinking, a storehouse of knowl- 
edge, and fluency of imagination, he 
declared that an individual can actu- 
ally develop his own ‘powers of think- 
ing. One of the best ways to achieve 
this, he said, is by carrying on activ- 
ities which call for some type of 
thinking unrelated to the specific job 
the individual holds. Reading in a 
field other than his own, creative writ- 
ing, hobbies or games which demand 
some mental effort are all tools for 
sharpening mental powers, he de- 
clared. Moreover, since in such activ- 
ities the mind is working consciously 
on some problem other than the 
problems faced in business, it is pos 
sible for sub-conscious or unconscious 
thinking to grapple with the business 
problems, and very often this will 
produce the best possible solution 
to those problems. 


Idea “quota” suggested 


“A hobby or physical work of some 
kind will also allow the mind to do 
ongoing, non-directed thinking,” he 
declared, “and such thinking often 
solves problems far more effectively 
than concentrated attention.” 

He also advised that individuals, 
practicing creative thinking, set some 
sort of deadline or quota for them- 
selves — “five ideas by five o'clock.” 
The greatest peril to creative thinking 
when the individual first tries it con- 
sciously is the tendency for “involun- 
tary judicial thinking” to censor or 
evaluate ideas, he said. A person will 
have an idea, and then almost instinc- 
tively begin to think of various reasons 
why it won’t work. 

“In effect, when you do this, you 
abort your own ideas,’ Goldner de- 
clared. “When you have an idea, don’t 
discard it as soon as objections begin 
forming in your mind. Write it down, 
instead; put your written statement in 
a desk drawer, and then take it out 
in a couple of weeks, and look at it 
again. Sometimes the idea will still 
have all kinds of drawbacks, but 
sometimes it will be good.” 

To demonstrate the techniques, and 
the advantages of group creative 
thinking, the speaker then asked the 
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entire audience, working as individ- 
uals, to see how many words of four 
letters or more each member could 
form from the key word “ammuni- 
tion”. Participants were given a few 
minutes for this, and then were in- 
structed to form into groups of four 
or five, elect one member to write 
down suggested words, and try to 
see how many words each group, 
working together could form from 
another key word, “surprising”. As 
each member of each group thought 
of a word, he would call it out, and 
the “secretary” would write it down. 

Working as individuals, the average 
score for the majority of the audience 
fell between three and four words. 
Working in groups, the number of 
words formed ran between fourteen 
and fifteen. 

The same differential was displayed 
in the next demonstration, in which, 
as individuals, the audience was asked 
to list as many possible uses as each 
member could think of for a tablecloth 
displayed on the speaker’s platform. An 
extremely thigh score for an individual 
was found to be fifteen or more possi- 
ble uses for the tablecloth, other than 
as a tablecloth. But when formed 
into groups again, in which each per- 
son in the group called out an idea 
as soon as it came to him, the average 
number of suggested possible uses for 
the next object selected, a glass ash- 
tray, rose well above thirty. 

The discussion — and demonstra- 
tion — of group creative thinking was 
the last program session on Monday, 
the opening day of the conference. 
The preceding afternoon _ speaker, 
Allen H. Mogensen, Work Simplifica- 
tions Conferences, New York, talking 
on “Too Much Automation — Not 
Enough WHumanation”, had urged 
work simplification techniques in 
which the workers themselves play an 
active role, as a means to greater em- 
ployee participation in company ob- 
jectives, and lessened worker resistance 
to changes within the company. 

“It’s very common for management 
to run into stiff worker resistance 
when it tries to install innovations 
for increased efficiency,’ Mogensen 
told the group. “But then often when 
work simplification principles are 
taught the workers, and they study 
their own jobs, they will come up 
with suggestions for practically the 
same innovations as their own ideas, 
not management’s, 
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New 


| Victor’s completely automatic 
| printing calculator with the 


impla-Key 


Lets you automatically 
multiply, add, subtract 
or divide with a flick of One Key! 


<i * 
eal 
wm 


% 


Imagine! Now anyone can multiply or divide, add or subtract with 
the Victor Calculator . . . all automatically. No complicated rules 
to learn, no mental calculations, no special training needed. Just 
flick the Simpla-Key . . . enter your figures on the single keyboard 
as you would write them . . . and the machine does the rest. It’s 
almost unbelievable! 


Automatic Constant multiplication and division. Total transfer and 
automatic totaling. All problems, with true symbols, printed clearly 
and simply on tape just as you would write them. See this unique 
Victor Calculator today. It’s easy to buy —convenient terms. Look 
under “V” for Victor in the adding machine section of the Yellow 
Pages, or mail coupon. 


| New 
Simpla-Key 


Victor Adding Machine Co., Dept. OM-657 

Chicago 18, Illinois 

#1 Send me complete new brochure on Victor Auto- ! 

| matic Calculator. | 
| 
| 
| 


VICTOR “== CALCULATOR | |= 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILLINOIS prorat el j Conpeny Nome, 


Neorest Dealer 


Victor-McCaskey, Ltd., Galt, Ontario on | Address a 

low Pages & 
Manufacturer of Business Machines, Cash Registers, Business | City Zone___ State | 
and Industrial Systems, Electronic Equipment, Electri-Cars. } a ll ele 
JUNE 1957 For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 85 


Res 
es 
—— - ae sop" 
Tr Pe ee ; “ : Poe 
a om Oe a ae aw a Se ger er Menke et 
“2, fs ~i yaw, % Pi ON ey: ni 
oe aie, am of” oh ~ : an : 
i re! me ee es Se? F “ge 
tm pate t Vey oa Feit 4" 
Oh ee sb er one he J ee 
a eke i awe) 8 
Tee ee 
* tg aa A eS PA, J Lg 
im Se, <% ~ 7 a(t 4 
hee tS hth! + uo le ‘ 
‘< 4: & ag ~ aS ys . : 
fin 3 " MALLOY “Vast Ff * 
$ Ws Sp ye Ae: . ae 
w % ke — eatin tant ne 
ox ory) aa why yuss Seo! 
oe, i eg Se WN Ot ae a 
ht. ere \ ae 
- Be Z ty 7 Vo ee 
50 Og SOA eee ‘3 
~~" ms Loa i s & ine weer = i 
a Oe ns Ae ee Br cs 
i ee Le EY <=} ai, aa . Se 
-* reget = ~ i 
: aa as xan tee L a ~ my 
Me - % “ea “& Esk ed “4 “a 2 bn 
eu . ae > — nee te ¥ cn 4 * 
* e a ye“ eT ae ay x = 
A : -. oF 
; ae » =e ee Cae. ; 
SNS 3” Wig a Nd an, es ae. 
Bei A ed Se RS ee eM Se 
eos AOA —st » DF gh Nowe 9 4 
eg hae oe “ Pe ae 
A ee) Merman Sey tin Oe Hise. 
A NT RA ee ee ee Ee ae 
vag , ae He “us Vay tas 
by a de oe WS ee af 
= 7 ft PF al * ¥, " aS 
site, TO tly ip be ge Z Tae) at, ee > 
bey gt % te sia te hee? 4S. 2” 
bin ye gee et ae er: oe ke, Ao # 
Be >, ua ah hoere awk weg wee ie 
‘ok apg gts Mn aa Si, ste ee 
Me Ns aa ahh get Ma our. 
OE Ne ae og A” Ot, . 
Be a me o* 5 bn . % dad 
& & ems ats i? Le ta gn sail Se. “< "a 
tN ee il 
s eg ett oe ha i 
*% Wa ean’ od bach ee tl a . 
* eet. S Re acd g : 
WS BAS eg Vacs 0 a 
Ge é he gp .f salt . ; 
Bes) Siri <a Nth Y 7 
a ear Ne Se dey 
ae ra Se Foy L oa ~ 9 5.5 
“ © a Pe as x3 ¥ j 
a aetna § wrk ss ‘. a 
ee ek AON ca! Rie 
JS BRBAR RSet = 
ek aa. ' at Pro eS * 
- cet Mae: 
8 i ~s Le ye .- 
4 * ul ae “yt Sees ef 
‘7 wa Sal ‘ 
i re SS oe _. « i L 
a er pe oa pg ~ vs é 
cy a ws : €e4 ) Bs Ch ; ® 
3 2 i tt e844 ee fj 
mh iC ee Wi * Sead ene ‘he 
zo +e * gt ET J | 
af oe , ie Pa” : aay 
WOE Wee oe a. 
} * " *% oP Rees it oN A! pe -: 
weg yl >. Sek af eh = 
eS ax =e or ew ate ae 
oe x Raa age oe aa ‘i a 
=< oe aie ne nak wo Re : 
~e * Bn ei = hoy ae 
. a ie 5 * fr e. 
se i oe aes pol re a t 
4 a et Tn se. 
eed * Sager. Pet, 8 md a ce 
Re é ¢ tnt? haha 7 f 
“4 < — 4 Al #-) oe E : 
a. La = « AE og 
- ae . ey Ka a 
= a " F a 
* os 3 Ney ied . a 
} Wage Se fet» Re 
a * .~ a ay ‘ 
sh & ¥ win fe ‘ 
‘3 S Oe ng UT 5 i 
= we * =p 
Ve . ad ie ¥ ys 5 
ey can, ~~ ae 4 
~~ Vs | — " 2 
~ eae he : ee es : ¥ = 
\ : ot . . — 4 i 
ll f . a fy ~~ § : = 
~ Ne 2 \ i Be -_— | | 
‘ » A -_ & oe. 
I ' oo, Est — . 4 
= ” & » = ~~ 3 | af 
: aN , ~ 3 aS ; 
_ * os a ee : We 
£ ey : Se : Lees eh 
_ > x al sy is 
— ae . Bes, AS 3 . q pas 5 
ee ee ce ~ 3 ee 
NS \ ‘ ‘ 
e qo 4 ‘ we 
x ay - SS ‘ _ Ss Pe d 
f — EE Se | g satis 
| ill - | 
ee 4 q 
Bi a 
eo 
; ee 
.— an = 2 — Wag - 3 : a j q ” ‘ 
x has i alt 7 t air oir “hie es Saree Es = aa a we a? s ; ie 
: iS i F . . SS” ee _—- ~ SI I. ain i = a 


pe ee 


a 

by 

‘3 

. - 


Reflecting the growth of American 
business is the growth of American 


offices. 
office 
management 


reflects this growth with a 150% 
increase in paid circulation in a 
period of four years: 


MAY 1953 ...........10,211 


MAY 1957... 26,000* 


EDITORIAL SERVICE KEYED 
TO MANAGEMENT'S NEEDS 


OFFICE MANAGEMENT maintains 
its pace as the fastest growing publi- 
cation for management executives, 
with the largest ABC PAID circula- 
tion by far in the big office field .. . 
through sheer editorial value. 
Included in the many exclusive fea- 
tures appearing monthly in OFFICE 
MANAGEMENT aare such series as: 
“Automation in the Office”—a report 
of the newest developments in this 
modern trend; “Tools of the Office” 
—a review of the major categories of 
office equipment; and “New for the 
Office”—a pictorial presentation of the 
latest products developed for office 
use, etc. 

These monthly features are augmented 
by regular coverage of major confer- 
ences and news events of interest to 
management’ executives concerned 
with administration. 


A WORD TO ADVERTISERS 


Your regular illustrated advertising messages 
supplement this vital information given in 
the editorial pages—and for that reason 
achieve exceptional importance when they 
appear regularly in OFFICE MANAGE- 
MENT. 


* Subject to ABC Audit 
OFFICE MANAGEMENT 


A GEYER-McALLISTER Publication 


212 FIFTH AVENUE 
NEW YORK 10, N. Y. 


— 
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This differs from the common 
“suggestion system” Mogensen said, 
in that a good work simplification 
program in which the workers par- 
ticipate, and are asked to offer work 
simplification ideas, is a much more 
vital part of the company than the 
best possible suggestion system. 

“Average acceptance of ideas in the 
very ibest suggestion systems runs 
about twenty-five per cent,” he re- 
ported. “But a good, well-organized 
work simplification program will often 
install over ninety per cent of the ideas 
submitted by workers.” 

Primary reasons for workers sub- 
mitting ideas to improve work flow 
are pride of creation, and the desire 
for recognition, rather than the hope 
of monetary reward, Mogensen said. 
If rewards are customary, workers 
naturally want them. But expectation 
of cash awards is not their main 
purpose in submitting ideas. 

Work simplification involves three 
things, he told the audience: 

1. The desire to solve a problem. 

2. The ability to solve a problem. 

3. The ability to handle the human 
relations problems that arise as the 
basic problem is solved, and the sug- 
gested solution is put into effect. 

Work _ simplification techniques, 
since they involve groups of workers 
as groups in an attempt to better their 
methods of doing work, are far more 
productive than suggestion systems, 
and also make innovations relatively 
palatable to workers, since it is the 
workers themselves who have recom- 
mended them, Mogensen told the 
group. 

Since the office “is involved in mass 
production just as much as is the 
factory,” but lacks specialized equip- 
ment to tackle particular jobs as they 
are done in particular offices, he also 
advised that offices investigate the 
possible savings and increase in effi- 
ciency that might be achieved by 
having specially designed machines 
made to each office’s own specifica- 
tions for its way of doing things. 

Emphasizing the results to be ob- 
tained rather than detailing the way 
to proceed on the job is the major 
key to obtaining successful executive 
action within an organization, Edward 
C. Schleh, president, Schleh Associates, 
Inc., management consultants, Min- 
neapolis, told the audience at the first 
technical session on Tuesday morning, 
the second day of the conference. 


Readers’ Inquiry Coupon on Last Page 


(This session was held concurrently 
with a discussion of Forms Control 
by Frank M. Knox of the Frank M. 
Knox Co., Cleveland, Ohio.) 

“A common error is to delegate by 
activity of duties,” he told the group. 
“This is a particular problem with 
staff people. This means asking people 
to do things, to carry out functions, 
but not necessarily holding them ac- 
countable for results or asking them to 
get things done. 1 emphasize ‘get 
things done’. When you delegate by 
activity, your people — good people 
— often go in different directions. 
And it’s not their fault! And you 
wonder why you're not getting the 
overall results you wanted.” 

Far better, in general, he said, is 
to delegate by specialty. This also 
makes it easier to staff the office. 

“It’s amazing how hard it is to fill 
a job if you set it up so that it re- 
quires even two or three special skills,” 
he declared. 

But delegating by specialty must 
be carried out with discretion, too, 
Schleh warned, since it can very easily 
be overdone. 

“How does this work?” he asked. 
“Suppose that one person gets an 
order. He’s supposed to make a cer- 
tain notation and check in a file. 
What does he do? He reads the whole 
order, does his work, and then passes 
it on to someone else. That person, 
in turn, picks up the order, probably 
reads the whole thing through again, 
makes one notation, and passes it on 
to someone else. That third person 
also goes through the whole order, 
in all probability, makes one notation, 
and then passes it on. In a situation 
like this, you very often find that your 
office staff increases as much as thirty 
to forty per cent without any addi- 
tional value. 

“Just as a tip, if you find that you 
can’t make a person accountable for 
a result, it suggests a revision in your 
organization.” 


(To be concluded) 


“W ar-game—” 

(From page 31) 
said that it had invested too con- 
servatively in marketing, research and 
development, and information about 
its competitors, to its disadvantage. 
Most reported too that their price- 
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Give yourself a mental lift with seating that feels good, looks good — Royal! 


the ¢ Oya, look... for better first impressions | a | 


In your office, attractive, comfortable seating means 
lasting favorable first impressions . . . that’s why 
companies that are going places choose Royal Metal 
Furniture. It’s inviting, functional, and 

designed to the very best standards of taste. 


92 


@ | Royal 1210 executive posture chair 


send for YOU 


Choose Royal for all your office seating — 
and you choose the finest. 


i 


PPUTTTITITITITITITIT TTT 
ye METAL FURNITURE sg 
Z ROYAL METAL MANUFACTURING CO. 
- 175 N. Michigan Ave., Chicago 1, Illinois, Dept. 6G 


Please send free folders on Royal Office Furniture and complete infor- 


folders and mation on Royal Office Planning Service. 

information 
Name. 

on 
decorator-planning Company 
service Addr 
City, Zone, State. F ; 
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aan 
cutting activities had not brought a 
proportional increase in sales, and 
some maintained that the game was 
faulty in this particular, since it 
seemed too inelastic as far as price 
was concerned. On the other hand, 
of course, since most of the companies 
cut price at one point or another dur- 
ing the game, the total effect of such 
price cuts might well have been to 
cancel each other out, so that no one 
company gained much through them. 

An unexpected development during 
the game was the novel experience for 
the presidents of working as an equal 
member of a team with other com- 
pany presidents, rather than with the 
subordinate staff members they are 
used te in their own concerns. Several 
‘of them commented on the strange- 
ness of having their thoughts ques- 
tioned — and sharply questioned — by 
their colleagues, and conceded that it 
had been a valuable if somewhat novel 
experience. 

But the consensus was that the 
game had proved extremely valuable, 
and that, by reducing operating deci- 
sions to essentials, and by showing 
quick results of given actions, and 


quick penalties for failing to keep all 
factors in balance, it could sharpen 
the decision-making abilities of all ex- 
ecutives who played it. 

Comments by each of the five teams’ 
elected spokesmen at the critiquing ses- 
sion that followed the game play, to 
which each team member had come 
with only a formal group briefing 
for background, made these points 
over and over again. 


Price inelasticity criticized 


Wayne Holman, Jr., president of 
Chicopee Mills, New York, and 
spokesman for Team 1, said that his 
team, if it were to play the game 
again, would invest much more heavi 
ly in marketing, and research and 
development, and would not attempt 
to gain advantage by lowering price. 

“Our team was mainly composed of 
men with industrial experience,” he 
declared, “and we cut price after 
the third of our competitors did. At 
the same time, we cut back on re- 
search and development, and market- 
ing expenditures. We nearly went out 
of business. Then, we raised our price, 
and increased our expenditures for 


both research and development, and 
marketing, and reestablished ourselves. 
One thing we should have done early 
in the game was to start buying infor- 
mation about our competitor's share 
of the market — we learned that 
could be extremely helpful. 

“In general, we thought the game 
was not sensitive enough to price 
changes, was too inelastic. We also 
felt it was weighted a little too heavily 
to show response to research and mar- 
keting expenditures, both in terms of 
the quantity of the response, and the 
speed of the response. But, all in all, 
we found it excellent as a training 
tool to develop the ability to analyze 
a business situation, and make an 
intelligent operating Peri 

He reported that each of the mem- 
bers of his team had found it difficult 
to make decisions about an abstract 
company making an anonymous prod- 
uct, that the team members had to 
a degree been handicapped by their 
own past experiences, which they 
found difficult to isolate from the 
hypothetical situation in which they 
were playing the game. 

“None of us is very happy over our 


rorce UULUMBIA 


eases tired eyes 
...cuts errors! 


This automatic numbering 
machine prints big 4” high 
figures on filing jackets, 
time cards, job envelopes, 
drawings, etc. Saves eye- 
sight of young and old 
alike and reduces errors, 
too! 6 or 7-wheel capacity 
. .. consecutive, duplicate, 
repeat action. 


“FORCE 


Sales Offices NEW YORK e CHICAGO e SAN FRANCISCO « MONTREAL 


& CO., Incorporated 


216 Nichols Ave . 
Brooklyn 8, NY. q 


an “ON-THE-STREET" 


THE SMEAD MANUFACTURING CO., INC. 


HASTINGS, MINN. - 


CARRYING CASE 


SMEAD'S 
Leather-Like Material Ex- 


panding Wallets and Files. 


The Leather-Like Material, used in these 
wallets and files, is completely unaffected 
by water and perspiration. It resists grease 
and oil. Color will not rub off on clothes. 


Ideal for carrying papers 


and records of all kinds. Available in many 
sizes and expansions. 


See them at your stationer. 


OM. 


LOGAN, OHIO 
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"ARE YOUR 
“VITAL RECORDS > 
_ ADEQUATELY PROTECTED 
" AGAINST LOSS BY FIRE? 


The answer is NO!— unless you have a Fire Hazard Survey form. Your request for 
modern Underwriters-certified safe of the this form and a copy of our new, profusely 
classification prescribed by the fire hazard. illustrated catalogue of Fire-Tested and 

What degree of fire resistance you require Certified Record Safes—by letter or the 
can now be accurately determined by your handy coupon—will receive prompt atten- 
answers to a few simple questions on our tion. No obligation, of course. 


HERRING - HALL - MARVIN 


SAFE COMPANY 
Hamilton, Ohio 


HERRING » HALL « MARVIN, Hamilton, Ohio 


Please send us copy of your catalogue of Fire- Tested and Certified Record Sates 
and Fire Hazard Survey form. 


sae --5 


A acteeimamanal TITLE 
BUILDERS OF THE U. S. FIRM_ Joss. 
a ¢ HALL RVI SAF 
HERR MILTON OHIO ye SILVER STORAGE VAULTS ee ee se a i 
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AT WEST POINT city ZONE STATE 
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Mm 
New compact coffee urns 


SUPPLY OWN 
HOT WATER 


LLU USSLUAU 4010 AAALAC TS 


Tri-Saver Jr.* and 
Sealweld Jr. 


@ Saves space, low-cost, free of 
costly repairs. 

@ Sealwelded leakproof seams 
++. Mo solder 

@ Unbreakable permanent san- 
itary stainless steel liner. 

@ Quick disassembly for clean- 
ing and maintenance. 

“Has Tri-Saver filter . . . elimi- 

nates urn bag and filter paper. 

In 3 and 5 gal. sizes. See your 

Blickman dealer or write: 


BLICKMAN 


S. BLICKMAN INC. 
5695 Gregory Avenue, Weehawken, N. J. 


in the small or pri- 
vate office. Keeps 
wraps aired, dry 
and “in press” 


Het HN VALET 


Replace crowded “‘hat trees” with ef. 
o. S-6 Office Valets. Hold 6 coats, 

6 hats, umbrellas and overshoes in 
an orderly manner — large, single or 


creak or wobble. Beautiful modern 
baked enamel finishes. Sold by lead- 
ing office equipment dealers every- 
where. 


Write for Bulletin OV -6! 
VOGEL-PETERSON CO. 
1121 W. 37th Street + Chicago 9, IH. 


double faced units accommodate 3 or 

6 persons per running foot—interlock 

to make racks of any length or ca- 

pacity. Strongly welded of heavy 

gauge furniture steel, never sag, 
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performance in the game,” he stated. 

The next spokesman to report, Don 
Mitchell, president of Sylvania Electric 
Products Inc., revealed that his team’s 
operating strategy had been to get 
particular goals first, and then ex- 
periment with various allocations of 
its resources to achieve those goals. 

“We felt if we could make a good, 
strong start, we'd ibe halfway home,” 
he said. “So we invested very heavily 
in marketing and research and devel- 
opment, with the feeling that research 
and development expenditures would 
pay off in eventually lowering our 
cost to make the product. We wanted 
to expand our share of the market 
fast, too, so we went in for market- 
ing.” 

Success nearly fatal 


His team’s fatal mistake lay in 
underestimating the effectiveness of 
these measures, he said. 

“We thought at the beginning we 
had more plant than necessary, since 
our inventory was high,” Mitchell re- 
ported. “All was well until we found 
our marketing expenditures had been 
effective — but we didn’t have enough 
plant capacity to meet demand. We 
had to build plant, — and of course 
there was a time lag before our addi- 
tional plant could begin producing 
— and cut back on research and de- 
velopment. We also cut price. 

“We learned two things — that 
you've got to keep all your factors in 
balance, and be prepared for the best 
possible consequences of any action 
you take. But we also learned that 


you can’t go wrong in investing 
money in marketing and research and 
development. We also found that in- 
formation about our competitors was 
invaluable, although we didn’t buy 
information on their expenses on re- 
search and development; we were al- 
ready spending the maximum limit on 
that, so their expenditures on it 
couldn’t affect our actions in any way. 

“One thing we should have bought 
right from the beginning but didn’t 
was information on what our share 
of the market would have been dur- 
ing the previous quarter if we had 
established a different price during 
that quarter.” (Under the construction 
of the game, a company can invest 
part of its funds in obtaining informa- 
tion as to what results it would have 
achieved in the previous quarter if it 
had followed a course of action other 
than the one actually followed.) 

“One of the most striking things we 
found as we got into the game, and 
became more absorbed in it,” Mitchell 
asserted,” was the striking similarity 
between the basic things you do, the 
decisions you make, and the results 
you get in this game, and in real life 
situations.” 

Setting an overall goal, and then 
adapting all techniques to achieve that 
goal was the system followed by Team 
3 as well as Team 2, Walter Koch, 
chairman of the board, International 
Steel Co., Evansville, Ind., reported. 
His team, he said, planned exactly 
where it wanted to be at the end of 
three years, and by hewing to its ob- 
jectives, found that it was achieving 


Pe es 


- - 


After a perilous early moment when demand outran plant capacity, 


Team 
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2 stressed “‘balance.”’ The results seem to have been good. 
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DUPLISTICKERS, 


WILL SPEED 
ADDRESSINGS AND MAILINGS! 


Eureka Duplistickers are perforated sheets 
of strongly gummed labels that make mul- 
tiple mailings simple and economical for 
your typists, | They are designed for use 
with typewriters, addressing machines, 
mimeographs and offset duplicators. Avail- 
able in 25, 100 and 500 sheet packages. 
Send for your free copy of ‘Speed Your 
Mailings’’, containing samples and full 
information on Eureka’s complete line of 
addressing labels. 


Other Eureka products include Dupliquik ® 
and Duplisnap ® labels for multiple mail- 
ings, Roll, Fanfold and other office labels, 
decorative seals, cardboard cutouts, and 
many other printed gummed specialties. 


@® REG, T.M, — U.S, & CANADA 


EUREKA SPECIALTY PRINTING CO. 


924 Electric St., Scranton, Pa. 
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FAIRGATE 


RULES & DRAWING AIDS OF 
HARD ALUMINUM 


ee Se Be He eo | me! se 
ene VLE COMPANY 


FAMmOATE ® 


24" Rule $1.10 


Modern, time-saving, double duty. In 

special sizes for office use. And they 

cost no more. 

THE FAIRGATE RULE CO. 
Cold Spring-On-Hudson, N. Y. 


z eae 


t 12"' T-Square $1.00 


12" Knob Rule 50c 


Weekly and 
Monthly Books. 
Weekly Sheets 


Sturdy, Conven- 
ient, Complete. 
Vest-pocket 
Size 


At your dealer or 
write for catalog. 


Uniform, permanent rec- 
| ords of business travel 

costs are vital to every 
firm . . . Best provided by 
BEACH Expense Books— 
first in sales in U.S.A. 


At your stationers; or write 


Beach Publishing Co. 


19829 W. McNichols Rd. 
Detroit 19, Mich. 


For Travel Expenses 
use BEACH'S—the best 


solid results on the way toward its 
goals at the end of the eighth quarter. 

Its major mistake, he said, was 
lack of sufficient “boldness” in its 
planning, and its major lesson had 
been the prime importance of sufficient 
information for planning purposes. 

We should have bought informa- 
tion on our possible share of the pre- 
vious quarter's market if we had 
charged maximum price for our prod- 
ct,” he said. “As it was, we were 
the first company to cut price, and 
then, when we needed more capacity, 
we saved money by cutting down 
marketing expenditures. Well, we in- 
creased capacity but we began to lose 
our market because of the cutback in 
marketing. A sense of balance be- 
tween all the factors is essential. 

We think this fits the industrial 
picture as well as the consumer pic- 
ture represented here today in this 
situation,’ he continued. 

Some of his team felt the time al- 
lowed for decision-making (twenty- 
five minutes for the first quarter plan- 
ning, which was shortened to ten 
minutes for planning by the last quar- 
ter,) was too short, but in general his 


collegues felt the game was invaluable 
training not only for second and third 
level management men on their way 
up, but also for men who are now 
company presidents and board chair- 
men, Koch said. 

He also stressed the extreme usetul 
ness of market information reports in 
the decision-making process, and _re- 
ported that he had been personally 
surprised at the effectiveness of the 
game. 

“I didn’t expect the program to 
work out as well as it did,” he de- 
clared. 

Basic problem similarity noted 

The amazing similarity of basic 
management problems among varying 
types of industry was one of the 
striking things his team learned from 
the game, Alfred E. Perlman, presi- 
dent, New York Central System, said 
in reporting for Team 4. 

“Of course, for me, it was heaven,” 
he declared. “Imagine what it is for 
a railroad man to be able to say, ‘Let’s 
raise prices twenty-five cents!’ ” 

In discussing the underlying simil- 
iarity of management problems in 


every type of industry revealed by the 
game, Perlman said: “We had to 
know what the competition was do- 
ing, and what customers needed — 
which is true of every industry — to 
be effective. If we were to play the 
game over, we'd invest more in buy- 
ing information, We were penny-wise 
and pound-foolish in our purchases in 
the game — and I think that’s the 
greatest lesson we all learned. 

“It doesn’t pay to stint on tacts,” 
Perlman declared. “I'll go home hav- 
ing learned more today than in any 
month this year.” 

Another railroad man, Patrick B. 
McGinnis, president, Boston & Maine 
Railroad, acted as spokesman for 
Team 5, the last of the competing 
“managements”, and a group which, 
according to McGinnis, suffered un- 
duly from price consciousness through- 
out its planning. 

“We cut price to increase volume,” 
he reported, “and fell flat on our face.” 

There was some feeling among his 
group, as there had been within Team 
1, McGinnis said, that the game as 
constructed is not sensitive enough 
to price changes, and that in this area 
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SORG'S 410 Translucent 


Whiteprint Master Copy Paper 


a =e for LOW-COST Direct-Copy 
| ’ Reproduction 


e Perfect Copies 


EVERY TIME! 


With the use of direct-print copy ma- 
chines becoming daily more widespread 
in the business field, the demand for 
a high-quality, low-cost translucent 
master paper has grown tremendously, 


Now, thanks to its 105 years of experi- 
ence in making special papers to exact- 
ing specifications, Sorg has developed 
a high-grade translucent paper that 
meets all the requirements of a top- 
quality master sheet—and yet is priced 
low cnouch to allow its use on EVERY 
business form. 


Sore’s 410 Translucent is manufactured 
with controlled translucency so that 
whether you use typewriter, pen, pencil, 
or you print it, you will always be sure 
to get clean, sharp, identical copics 
every time! In addition, it is strong 
and durable — stands up well under 
erasures and frequent handling. 


Tour request on your own business letterhead will bring you 
a portfolio of 410 Translucent sample sheets for testing on 
your own direct-copy machine — as well as the name of your 
nearest Sorg paper distributor. 


) rue SORG PAPER COMPANY. 
Middletown, Ohio 


Manufacturers and Converters of Stock Line and Specialty Papers 
Offices in: NEW YORK, PHILADELPHIA, CHICAGO, BOSTON, ST. LOUIS, LOS ANGELES 
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Most Important Business Show Ever! 


The 1956 National Business Show went way beyond 
anything ever held before: * Most Important in 
‘number of exhibits * Most Important in attendance 
* Most Important in enthusiasm. 
and the 1957 Show promises to be still more important. 


NATIONAL BUSINESS SHOW 


Al! the industry exhibits— All management attends 
OCT. 28th THROUGH NOV. Ist, 1957 
New York Coliseum, Columbus Circle, New York 


Rudolph Lang, Managing Director 
33 West 42 Street, N. Y. 36,N. Y. + Pennsylvania 6-6760 
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Tests prove, beyond doubt, 
Codo Carbons and Ribbons 
provide best impressions at 
lowest cost . . thanks to su- 
perior quality and the exclu- 
sive Carbon Gripper included 
free with each box of Carbon 
Paper. Would you like to 
make the test? 


THE NEW 
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By C Aangyooin? 


ACCLAIMED—the most beautiful desk sets! 


Bronze or Chrome 
Available in 
Walnut Walnut 
Available in 
Bronze or Chrome 


Write for Catalog in Full Color 
Manufacturers’ Representative Middle Atlantic States 
The Kamak Sales Agency 
1130 Applegate Ave. Elizabeth 2, N. J. 


Manufactured by CHANGEPOINT, INC. 
543 South Rockford Tulsa, Oklahoma 
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COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 


COFFIELD 
EVERLASTING 


ORGANIZATION 
CHART 


A wpist, a typewriter and typing paper are all you 
need to keep your chart up to date. It's that simple! 
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¢ Sizes to Fit Any Organization Structure 
¢ Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Ald 

¢ All Parts Are Movable and Re-usable 
© Solves Your Chart Problem Forever 


Write for Free Illustrated Folder 
with Price Schedule No. OM-6 


» MANAGEMENT CONTROL CHARTS CO. 


1731 N. WELLS ST. CHICAGO 14, KL. 


REPLACE * 
WORN, BROKEN TABS 
WITH Smith’s 


OPNWINDO 
Steel Guides 


Remove old tabs—slip these mov- 
able, clamp-on guides easily into 
place. 


Available in |" and 2" widths. Packed 
25, to box with labels in strips for 
easy typing. Also alphabetic labels 
to 200 subdivisions. 


Hundreds of other uses to save time, 
improve filing. See your office supply 


dealer or write direct. 


CHARLES C, SMITH, INC. 


For more than 50 years, a complete line 
of time-saving signals and indexes 


it does not reflect real market condi- 
tions. 

But his team had made mistakes in 
planning, too, McGinnis conceded. 
“We didn’t spend enough to find out 
what the competition was doing, “Mc- 
Ginnis continued, “and once, when 
we reduced price, marketing and re- 
search expenditures simultaneously, 
the results were disastrous.” 


Teams organized differently 


In the open discussion that followed 
the individual reports, the value com- 
pany officers had found in working 
on an equal basis with other company 
officers was stressed repeatedly. It de- 
veloped that all of the teams had cre- 
ated different “management  struc- 
tures.’ One elected a full official staff 
in which the man most adept with 
the adding machine provided each 
group became perforce the comp- 
troller; two elected only a president; 
one team elected no officials by name, 
but elected one of its members as the 
final decision-maker in instances 
where all the members did not agree; 
and one rotated the top position 
among all members. 

But even though some of the groups 
had created a formal management 
hierarchy, they all reported that on 
a team where each member was in 
real life a president or board chair- 
man, ali discussion proved much more 
free and productive than was the 
case in their own business situations. 
No matter what arbitrary structure 
was chosen for the purposes of the 
game, all team members, it was felt, 
were much more on a par than is true 
in the ordinary management group; 
no one man could dominate discussion 
or decisions by virtue of his position. 

The game was conceived by the 
AMA, according to the briefing ses- 
sion that preceded play, as a training 
device for managment men of various 
levels, and was developed by a re- 
search group headed by Franc M. Ric- 
ciardi, AMA vice president in charge 
of divisions. Members of the group 
included Clifford J. Craft, director of 
special services for AMA; Dr. Rich- 
ard Bellman, of the Rand Corpora- 
tion; and Donald G. Malcolm and 
Dr. Charles E. Clark, of Booz, Allen 
and Hamilton, management consult- 
ants. The Naval War College also 
assisted in the development of the 


game. 
Although simulating decision-mak- 
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ing at the top management level, the 
game was not conceived primarily for 
men already holding top positions, ac- 
cording to AMA spokesmen, It is de- 
signed to be of equal value to various 
levels of management, since the actual 
practice in making sound decisions 
in which all factors are given their 
appropriate relative value in terms of 
the given situation at the moment, 
and the probable situation in the fu- 
ture, is helpful to all levels of man- 
agement that have any decision-mak- 
ing responsibilities whatever. More- 
over, for lower management levels, it 
was felt that exposure to “the total 
panorama of running a_ business” 
would be more valuable than simply 
reproducing situations with which the 
lower levels are more familiar. Thus, 
for all types of players, AMA planners 
felt, the top management ‘area would 
provide the best possible training area 
for any phase of the decision-making 
process. 

AMA is already planning more 
complicated versions of the game first 
publicly played at its headquarters last 
month. It even sees possibilities of the 
game some time being used as a test 
of potential executive talent, or for 
mapping out the best possible solu- 
tions to conceivable actual business 
situations before they ever arise, so 
that a company may have full and 
tested operating plans ready for any 
eventuality, 

But its plans for the moment are 
a little less ambitious. The present 
game, with some possible modifica- 
tions and improvements, will be used 
extensively in the course on decision- 
making that will be the first activity 
of the association’s newly-created 
Academy of Advanced Management 
when it opens this summer at Saranac 
Lake, New York, on the site of the 
old Trudeau Sanatorium. The entire 
Academy instruction plan has been 
designed as a management “intern- 
ship” program, in which business 
managers, under supervision, will per- 
form management functions in simu- 
lated (business situations—a sort of 
combination of the case study and role 
playing techniques of education. Since 
AMA considers decision - making 
one of the fundamental activities of 
every true management level, ihe Top 
Management Decision-Making Game 
will be used as the most important 
single teaching device in the curricu- 
lum of the new Academy. 
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Chair maintenance methods outlined 

Methods by which to maintain office, factory and insti- 
tutional chairs in their original condition were offered 
recently by Carl Engstrom, vice president in charge of 
manufacturing for Royal Metal Mig. Co., Chicago. 

This type of furniture, Mr, Engstrom emphasized, is 
the work of many skilled craftsmen, and “just a little care 
will keep it looking like new for years to come.” 

His suggestions on the upkeep of five popular chair 
models included: 

Upholstered — “Upholstery fabrics have a protective coat 
of clear vinyl plastic over the actual color. Use of a mild 
soap and warm water solution is recommended, followed 
by wiping with a dry cloth. Stains caused by chemicals 
or strong solutions can frequently be removed by use of 
a little naphtha applied with a soft cloth. Naphtha should 
be used out of doors or in a well ventilated room, away 
from any flame or heat.” 

Cloth Fabric — “Use mild soap flakes in lukewarm 
water or any good upholstery cleaner. Solution should 
be worked into a foam and then applied. Fabric should 
not be saturated, since the liquid will penetrate the inner 
upholstery and perhaps cause mildew. After the foam 
has been rubbed gently into the fabric, it should be rinsed 
with a damp cloth and allowed to dry.” 

Leather — “Good leather improves with use. The great- 
est enemies of genuine leather are dust and idleness which 
permit it to dry out and stiffen. Leather chairs should be 
dusted every week and cleaned every six months with 
saddle soap, which helps preserve the natural oils.” 

Chrome Finishes — “These can be kept gleaming by 
going over the metal parts once a week with a soft cloth. 
For neglected chrome, or chrome marred by mopping or 
other abuse, a glass wax or commercial chrome cleaner 
can be used.” 

Enamel —“A once-a-week dusting defeats enamel’s worst 
enemy. Cracks in the enamel can be covered by a small 


quantity of touch-up coloring, supplied by the manufac- 
turer.” 


Executives’ reading habits surveyed by AMA 

The typical American business executive spends at least 
a quarter of his waking hours reading business reports 
and correspondence, books, newspapers, magazines and 
newsletters, according to a recent survey of executive read- 
ing habits conducted by the American Management Asso- 
ciation. 

The average businessman surveyed spends four hours a 
day in the office, and one hour a day at home reading busi- 
ness material. About ten hours a week of this leisure time 
is devoted to various other reading. The survey indicates 
he prefers non-fiction to fiction, and his favorite type of 
reading material consists of history, biography, economics 
and science, in addition to business and management. 

Middle managers read an average of six business books 
a year, although some averaged as many as 40; top man- 
agers averaged four. Average for businessmen as a whole 
was 11 non-business books last year, although the range 
varied from zero to several hundred. The survey covered 
213 readers of the association’s monthly magazine, “The 
Management Review.” About three-fourths of the respon- 
dents are in top management; the others either represent 
middle management or could not be classified. 
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thin, hexagonal shape. Sharpen with knife or pencil 
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in attractive transparent plastic holders. Not 
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Q) elliptic shape and size conveniently fit the 

= fingers. 

ely Ask Your Stationer Today For 

=n - Weldon Roberts Erasers 

ae Made by the World’s Foremost 

za) Eraser Specialists 

3a) WELDON ROBERTS RUBBER CO. 


Newark 7, N. J. 
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NEW! 


white 
COLLAY axon: 


@ CLERICAL 
@ PROFESSIONAL 


@ TECHNICAL 

@ ENGINEERING 

A Must for Executives 
Who Deal With 

White Collar Workers! 


ACCEPT OUR "GET-ACQUAINTED" OFFER! 


“Fills a real need,” has been the practically unanimous 
reaction of executives who saw the first issue of WHITE 
COLLAR REPORT. This new service to industry, 
launched in March by The Bureau of National Affairs, 
Inc., reports and analyzes all new developments affecting 
the employment of salaried workers—now the largest 
single group in American industry. 

This is the very area recently announced as the 
prize target for an intensive organizing drive 


by the AFL-CIO. 


Covers All These As They Affect 
the White Collar Worker— 


@ Union Activities—policies, campaigns, demands. 

@ Management Activities—personnel practices. 

@ Collective Bargaining—demands, settlements. 

@ Economic Data—earnings, living costs, employment. 
@ Decisions—by courts, boards, arbitrators. 

@ Selected Major Contracts in Full Text. 

For a quarter of a century, The Bureau of National Af- 
fairs, Inc., has been a trusted source of labor, legal, and 
economic informtion. WHITE COLLAR REPORT is pre- 
pared by seasoned labor information specialists at BNA 


headquarters in Washington, D. C., and mailed direct to 
users every week. 


THE BUREAU OF NATIONAL AFFAIRS, INC. 


1231 24th St., N. W., Washington 7, D. C. 


THE BUREAU OF NATIONAL AFFAIRS, INC. 
1231 24th St., N. W., Washington 7, D. C. 


please send me WHITE COLLAR 
YES REPORT for the next 6 weeks at 
© © © your special “get-acquainted” rate 


1 
1 
i] 
! 
i] 
of only $1 a week. (Regular rate is $2 a week.) Bill me 
later. 
i] 
i] 
1 
1 
1 
i] 
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Catalogs, Booklets, Brochures 
for the office 


Calculating Machine 

Remington Rand Div., Sperry Rand Corp., 315 Fourth 
Ave., New York 10. Debut of the New Remington DX-o4 
Office Machine, an eight-page folder, in color, on a new 
all-purpose desk calculator. (1) 


Executive Offices 

Executive Furniture Guild of America, 141 E. 44 St, 
New York 17. Prestige, a quarterly magazine on modern 
office design, with pictures and descriptions of model offices. 
Latest issue available to persons requesting it on reader 
service coupon, p. 100. (2) 


How to Dictate 

Voicewriter Division, Thomas A. Edison Industries, 
McGraw-Edison Co., West Orange, N. J. Booklet, 10 
Minutes to Better Letters and Reports, on how to write 
and answer letters, how to sell ideas, how to write reports, 
how to punctuate, etc. (3) 


Metal Office Furniture 

Metalstand Co., 7516-24 State Rd., Philadelphia 36. 
Catalog with illustrations, specifications, and general in- 
formation on suspension and non-suspension filing cabinets, 
desks, typewriter stands, and steel cabinets. (4) 


Machine Dictation 

Peirce Dictation Systems, 5900 
Northwest Highway, Chicago 31. 
Now You Can Dictate Anywhere, on 
Peirce’s new portable magnetic belt 
dictating machine. (5) 


Duplicating Papers 

Duplicating Papers, Inc., 230 W. 17 St., New York 11. 
Office Duplicating and Printing, booklet on developments 
in duplicating processes, operating hints and procedures, 
and paper usages. Companies requesting copies should 
indicate types of duplicators they use. (6) 


Onion Skin Paper 
Esleeck Mfg. Co., Turners Falls, Mass. Prove-It-Yourself 
Kit, containing samples of Fidelity Onion Skin papers. 
(7) 


For further information, use Reader Inquiry Card on 
page 100. 
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Catalogs, Booklets, Brochures 
for the office 


Offset Duplicator Supplies 

Davidson Corp., 29 Ryerson St., Brooklyn 5, N. Y. 
Davidson Dual-Lith Supplies, 36-page illustrated catalog 
on supplies for small offset presses and duplicators. (8) 


Mobile Storage Systems 

Dolin Metal Products, Inc., 315 Lexington Ave., Brook- 
lyn 16, N. Y. Literature on new adaptation of mobile 
storage principle in which rolling storage units are 
mounted sideways on tracks, to increase efficiency of use 
of floor space. (9) 


Box Closure Methods 

Acme Steel Co., 135th & Perry Ave., 
Chicago 27. A Guide to Better Clos- 
ures, brochure on methods for the 
closure of fiberboard boxes, including 
gluing, taping, stapling, wire stapling, 
etc., and applicable regulations. (10) 


klectronic Computers 

ElectroData, Div. of Burroughs Corp., 717 N. Lake 
Ave., Pasadena 6, Calif. Data from ElectroData, April, 
1957, on Datatron and Datafile electronic data processing 
equipment. (11) 


Magnetic Visible Card Filing 

Business Efficiency Aids, 8114 N. Lawndale, Skokie, Ill. 
Booklet on Magne-Dex, a special card filing system in 
which record cards are caused to fan out and become 
“visible” by the use of magnetic principles. (12) 


Labeling Machines 

Cheshire, Inc., 1644 N. Honore St., 
Chicago 22. Folder, 10,000 Labels Per 
Hour, containing general information 
and specifications on Cheshire’s new 
Model E labeling machine. (13) 


Personnel Costs 

Industrial Psychology, Inc., 3442 E. Grant Rd., Tuseon 
6, Ariz. Personnel Costs — The Difference Between Profit 
or Loss, containing current figures on payroll costs, invest- 
ment in “new-hire,” turnover costs, capital investment per 
employee, and other matters, with suggestions for better 
selection, training, transfer, and promotion procedures. 


(14) 


For further information, use Reader Inquiry Card on 
page 100. 
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Corrections 
are So Basy 


a 
on fhaid cuaplicetor masters with 


\Y/2i\/ correction tape 


FAST, NEAT,CLEAN*+ NO SOILED HANDS 


Correcting fluid duplicator masters is a breeze with 
Avery adhesive Correction Tape. There’s no scraping, 
erasing or smearing. Save useless trips to the wash- 
room — no smudged hands or dirty fingernails — no 
wasted time. Just press on, then type on! It’s easy 
to use — fast and clean! 


Available in rolls ready to use in 1/6”, 2/6” and 5/6” 
widths in handy Kum-Kleen dispenser. 


PRESS ON reverse side of 


_ m TYPE CORRECTION with light 
master over error. No moist- 


touch, using same carbon. 


ening . . . just LAY IT ON Master stays in typewriter 
with a finger touch. ... NO realigning. 
The boss will like it too...for it saves ‘ 


him time and money. 

Ask for Avery Correction Tape today — 
at your dealer, or from hod regular office 
supply salesman — you'll like it! 


| AVERY ADHESIVE LABEL CORP. Div. 151 

1 117 Liberty St., New York 6 * 608 S. Dearborn St., 

1 Chicago 5 ~ 1616 So. California Ave., Monrovia, Calif. 
Avery Adhesive Label Corp. (Canada) Ltd., 48 Haas 

| ee. Toronto 15, Ontario - Offices in Other Principal 

ities 

Please send samples of Avery adhesive Correction Tape 

1 my name 

company 

l address 

1 city state 

—s ew ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee oe 
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right start! 


Ca For you, too, this new Portfolio 
eh, of striking Letterhead Designs on 
: Parsons King Cotton 
* Papers can be the 
toe right start for new 
oe business prestige. 
4 Yours on request. 
7 
4 


WRITE ON YOUR BUSINESS LET- 
TERHEAD FOR THE NEW PORT- 
FOLIO OF LETTERHEAD DE- 
SIGNS, NO. 3H, PARSONS PAPER 
CO., HOLYOKE, MASS. © PPCO 
1957 
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CLASSIFIED ADVERTISING 


Rates are 20c a word. Minimum charge $4.00. Payable in ad- 
vance. Address replies to all Box Number ads c/o OFFICE 
MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or To Buy 


FOR SALE: Burroughs Series 50 Sensimatic Bookkeeping ma- 
chine. Less than one year’s use. Three Remington Rand 
amen cardex files, 19 trays each. Parish Service Co., 19847 
James Couzens Highway, Detroit 35, Mich. 


TYPE FONT SALE. Free trial. Varietyper fonts perform 
well, yet under $9.00 (would be $30.50 new). Get our list. 
AL "4-3230, Adamm Co., 656 Broadway, N. Y. 


FOR SALE: RONEO MODEL 500 Duplicator, Master Ad- 
dresser Model 40, Pitney-Bowes Folding Machine Model 
FHAF. All im excellent condition. The W. B. Gibson Co., 
200 Chestnut St., Warren, Ohio. 


FOR SALE—SLIGHTLY USED equipment of multimatic 
hand-operated accounting system made by Remington Rand. 
Apply Roscoe Leed, 116 E. Gorgas Land, Phila. 19, Pa. 


WANTED FOR CASH—BOOKKEEPING Machines, Cash 
Registers, Brandt Coin Changes. Advise model and serial num- 
bers for our quotations. L. A. Pearl Co., 140 W. 42nd St., 
New York 36, N. Y. BRyant 9-1459, Wisconsin 7-1220. 


FOR SALE DUE TO CHANGE in System. Addressograph- 
Multigraph Model 3705 Bill Printing Addressograph Machine. 
Purchased in 1948. Original cost $8100. Used only three years. 
Nearly new condition. Occupying valuable space. Will accept 
reasonable offer. Ohio Power Company, 21 South First Street, 
Newark, Ohio. 


REMINGTON BOOKKEEPING MACHINE MODEL 85, 
Serial Y127601 with six registers. Good operating condition. 
$495.00. Gustafson, 7702 Don Dr., N. E. Albuquerque, N. M. 


WANTED ALL TYPE OFFICE Machines, Filing Equipment, 
Office Furniture, Kardex, Acme Post Index. Will exceed a 
manufacturer’s trade-in allowance. Write, Wire. National 
Office Equipment Co., 429 Broome St., New York, N. Y. 


FOR SALE: MODEL 1955B Addressograph with double 
lister, Model 6381 Graphotype, cabinets and one hundred 
drawers. Excellent condition. Crescent Manufacturing Com- 
pany, 657 Dearborn, Seattle, Washington. 


WANTED—SUNDSTRAND and BURROUGHS Bookkeep- 

ers, also Remington, National machines. Indicate details, mod- 

— — Business Machines, 128 Lafayette Street, 
ew Yor 


FOR SALE: Burroughs 13-column Bookkeeping Machine. 
Style 21 13 00, for Accounts Receivable posting. Will accept 
best offer. Wells Chair Corp., Box 230, Michigan City, Ind. 


VICTOR VISIBLE Ag ty 8 x 5. New. Large quan- 
tity available. 2%4c each Los Angeles, in quantities of 
10,000 or more. McMahan ‘ase Desk Co., Inc., 2220 So. 
Hoover St., Los Angeles 7, Calif. 


Business Opportunities 


STOP HIRING UNQUALIFIED HELP! Nationally used 
testing manuals eliminate incompetent applicants. $5.00. Busi- 
ness Training Service, 947 Carteret Avenue, Trenton, N. J. 


ELECTRONICS, LEARN HOW to program Business prob- 
lems such as Payroll, Accounts Receivable and Inventory 
Control for electronic computers. Send for Free information 
describing our Home Study Course “Programming for Business 
Computers”. Business Electronics Inc., Educational Section, 
420 Market Street, San Francisco 11, California. 


OFFICE SPACE FOR RENT. 6,600 Sq. Ft., $31,350 per 
annum. Air Conditioned, Modern Office installation, parti- 
tioned to suit. Three blocks from Grand Central Station, New 
York. O.M. 262. 


Positions Wanted 


ACCOUNTANT-OFFICE MANAGER, college graduate, 6 
yrs. General Accounting, 5 yrs. Internal & Tax Auditing, sub- 
stantial supervisory experience, excellent references. Married, 
35, family. Write for resume. OM 273. 
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asphalt tile institute 
recommends use of 
— haan Casters 


Use Fiat 
Bearing Surfaces 


ie 


“for lightweight furniture—use glides having a 
smooth, flat base with rounded edges and a flexible pin to 
maintain flat contact with the floor, after first removing 
any small metal domes on the furniture legs. 


rps sete —— es 


Remove Smail 
Metal Domes 


Small Bearing Wide Bearing 
Surfaces Surfaces 
it Floors Save Floors 


“for heavy furniture —For tables and heavy furniture 


not frequently moved, use composition furniture cups 
designed to prevent the legs from cutting the floor. 


Pre 
Fe , 


Hard Rollers 
Mark Floors 


Rubber Rollers 
Save Floors 


“for moveable furniture —ror desk chairs and other 

moveable furniture, use easy swivelling ball bearing casters 
with 2” diameter wheels and with soft rubber composition 
treads at least 34” wide.” 


office managers take note: 

The above is quoted directly from ATI literature on 
asphalt tile. Bassick glides, cups, and casters meet all the 
requirements set forth above and protect wood floors as 
well. Ask your office appliance dealer for these Bassick 
floor protectors. Look for them on office furniture you buy. 


7.32 ee " 
 o 

Sey B ‘ ~~ 

f w icK — a 
4 


he 
a *. 
Be » = 
LT ELS GAT Sm RR NE SS i as 
lar See, 
a ies 
ae 
® he 
vil " . 
i = = WRONG RIGHT Ca. ee ; = 
60 / 7 — 
sad é ; 3 
92 Fost 
 FlatGlides a 
aero 
e = ; 
63 ae ee 
cid 
61 = 
7 = fi ere 
. a 
Ez = — St. <-> Fai 
= __ aeneme ae 5 ‘ 
24 : Compo: a eM 
Furniture Cups a re 
—Ts fH. 
BG : 
17 ES OT AO i ‘ oe 
75 = = ia 
a ma 
“— = = Pe a 
18 a 
8 " i : = y 
= = WRONG RIGHT a i ia P 
: BY ‘4 : = " | 
| i 4 7 i. 7 ‘aes 
“e ee a” i 4 
Z ee "7 ee 
| a ee J 
-—— = oa } 
5 — Zs 
ee 
8 
0 Ss ssl ssl <P 
FS 
; a — ve te Ties 
1 
1 
; 
a ee Cg 
: Fj a 
4 r bse, aan a 7” -* ers. | ae = ca a. = oe, See a 4 fy = Bie. Fj sivas p 
ee ty i & ' a _ ST a ey ae i a as ae a Rel at et al a ee 


| guicly--easily 


GET MORE © 
INFORMATION 


On New Products 


INQUIRY SERVICE 


Subscribers 


to 
OFFICE MANAGEMENT 


This service 1s provided for the con- 
venience of Office Managemeut Exec- 
utives in obtaining complete informa- 
tion on the products advertised in 
this issue. Advertisements are identi- 


fied by their respective page numbers. 
Fractional page advertisements are 


further identified by the initials of 


the advertiser. 


Bae 
% ° Simply circle the 
a respective numbers 
: Obtain New Catalogs 
t: in coupon below 
ic and Helpful 
ee) . sec 8 Just circle the numbers on which you 
ir Lite ratu re want further information; fill in your 
j name and address below, tear out and 
mail to Office Management. Our office 
j will forward your inquiries promptly 
4 to the companies concerned. 
; SEND OFF THIS BLANK ... FOR PROMPT SERVICE 
: ———— a a ee ee ee ee eee ee eee ee eee eee ee ee 
. Please forward to the respective com ies, our uest for 
ihe OFFICE MANAGEMENT further information on items 1 have circl below. 
*: 212 Fifth Avenue, New York 10, N. Y. ee 
ai 
F 
s 
4 JUNE 1957 ADVERTISEMENT 
| (Circle respective page numbers on which ads appear) 
a JUNE 1957 
j 2nd Cover 23 68 88 SMC NEW PRODUCTS ITEMS 
ae 3rd Cover 24 69 89 CATALOGS AND OTHER AIDS 
4th Cover 26 70 90 SBI 
: : br os = bs a2 (Circle respective item numbers) 
6 45 73 91 ESP 
5 92 FRC , 
8 54 SI 75 92 BPC “a » fF PB : 
a. : A-2 B-2 C-2 D-2 2 
9 54 GS 76 92 LPC 
10 55 77 92 DEC A3 B3 C3 D3 3 
1 58 PBI 78 93 SPC A-4 B4 8 C-4 as 4 
12 58 ISM 79 93 CMC A5 B5 C-5 = 5 
13 59 S0AWF 98 CI A6 B6 C46 6 6 
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15 60 LPC 81 94 MCC B-8 D-8 8 
16 61 82 94 CCS 9 
17 62 83 95 10 
18 63 84 96 11 
19 64 85 97 12 
20 65 87 8 13 
21 66 88WAF 99 14 
22 67 
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... about rotary card filing today? 


Which of these 
4 pictures 

is the biggest 
surprise to you 


me Wa i 


USES PRESENT CARDS. With amazing Mosler Revo-File, no costly trans- 
:. position is needed. You save an average of $200 in change-over costs, 
plus big savings in time, space, money over old-fashioned filing. 


Ss “t : é . ns 


REMOVE OR REFILE ONE CARD OR HUNDREDS instantly. Mosler Revo- CARDS CAN'T DROP OuT. Mosler Revo-File is the only file of its 
File holds cards without mechanical attachment. No wear on cards 3. type that doesn’t rely on notched cards that wear out in use. 
or clerk. Ups efficiency. Gives real finger-tip control. The patented, exclusive belt method of holding records in file 
assures complete protection against card “fall-out” or wear. 


Another fine 
product of 

The MOSLER 
SAFE Company 


HOW TO MODERNIZE AN ACTIVE CARD FILE IN MINUTES. 
Ag If you have 3,000 or more active card records of any type 
\ file / or size (including tabulating cards) which are used con- 
Ngee tinuously for reference and posting, mail this coupon today! 


Department OM-265, REVO-FILE DIVISION 
THE MOSLER SAFE CO., 320 Fifth Ave., New York 1, N. Y. 


LING IS FASTER, REFERENCE QUICKER with Mosler Revo-File as 
“cards come to clerk” instead of clerk going to cards . . . 68 linear 
inches of filing capacity in a handsome cabinet only 36 inches long. 
Available in manual and automatic electric selector models. 


Please send me complete information on Mosler Revo-File and how 
to modernize an active card file in minutes. 


NAME POSITION. 
* + * * * 
. : . COMPANY. 
For big volume filing Mosler Roto-File can accommodate 
more than 80,000 cards . . . has all the exclusive features ADDRESS 4 
of Mosler Revo-File. Several clerks can work at same time. 
: CITY. ZONE STATE 
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If your time is valuable 


... then Globe-Wernicke’s Executive Techniplan is for you. 
Its efficiency, comfort and convenience give you full value for every 
minute you spend behind your desk. 


Executive Techniplan is especially created for men who demand 
an office that reflects their own good taste. This handsome modular 
equipment surrounds you with quiet distinction. The arrangement 
you use is the one you design... from versatile and functional Executive 
Techniplan components. Important business tools are marshalled to 
one side ... your desk top stays free and clear. 

Make business a pleasure. Acquaint yourself with 
Executive Techniplan’s wide range of applications in your 
own office or company. Ask your Globe-Wernicke dealer* 
for a copy of our free illustrated brochure . . . or write 
us direct, Dept. G-6. 


GeaeepEe-WER MIC KE 


Mo] 


*Dealers listed in “Yellow Pages” under ‘Office Furniture."’ 


CINCINNATI 12, OHIO 


- YEARS, MANUFACTURERS OF THE WORLD'S FINEST BUSINESS EQUIPMENT, SYSTEMS AND FILING SUPPLIES 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 
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